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8.010 CLASSIFIED SALARY SCHEDULE

1.

Classified employees who are paid monthly are paid based on either an annual
salary schedule or an hourly rate approved by the school.bideedcannual
compensation will be paid in 12 monthly paychecks. The employee will be paid
on the twentieth (20) day of each month. If the twen{i2@hfalls onanonwork
day,paydaywill bethelastworkdayprecedinghetwentieth(20).Vacationand
holidaypaywill beincludedin theannualsalaryscheduleamountapproved by

the schooboard.

Classified employees who are paievi@ekly are paid on an hourly rate
approved by the SchoBloard.Theemployeewill bepaidonabi-weekly
schedulePaydaywil | beonthe secondFridayfollowing theendof thepay
period.

All employees, except for executive, administrative and professional employees
who are exempt from the overtime provisions of the Fair Labor Standards Act, will
be paid at one and oialf timestheirnormalhourlyratewhenevetheywork
morethanforty (40) hoursin one workweek. Thevorkweekbeginsat 12:00a.m.
Sunday an@ndsat 11:59p.m. Saturday.

An employee must be employed by 11/15 of a contract year in order to qualify
forastephcr ease on cortract. next year 0s

The superintendent has the authority, when recommending an applicant and
his/her placement on the District's salary schedule to the Board for its approval,
to consider the applicant's previous work experience witHasimhuties,
responsibilities, and skill sets to those job duties and responsibilities the
applicant would assume for tBeéstrict.

Overtimehoursshouldbeapprovedn advancédythee mp | o suees/iéos.

Districts shall distribute funding for healthsimrance coverage in accordance with
state law, the Affordable Care Act, and policy 7i2&alth Care Coverage and the
Affordable Care Act.

CrossReferences: Policy 1.9 POLICY FORMULATION
7.23Health Care Coverage and thfordable Care Act

LegalReferences: A.C.A. 86-17-2301A.C.A. § 215-405

Date Adopted:
6/11/01 Last
Revised:
05/14/18



8.0 CLASSIFIED PERSONNH. EVALUATIONS

Classfied personnéshal be evaluagd at leas annudly.

Any forms, procedures or otherethods of evaluation, including criteria, are to be
developed by the Superintendent and or his designee(s), but shall not be part of the
personnel policies of the District.

Evaluation forms can be found on the Benton School District website. Any chartges t
evaluation forms will be updated on the website.

Legd Reference A.C.A.§6-17-2301

Date Adopted: 10/13/03
Lag Revisd: 02/12/2018



8.03 EVALUATIO N OF CLASSIFIED PERSONNH. BY
RELATIVES

No persm shal beemployedin, or assgned to, apostion which would requiletha hebeevduatel
by any relative by blood or marriege including spoug, paren, child, grandparentgrandchild
sbling, aunt uncle, niece nephewyor first cousin.

Date Adopted: 10/13/03
Lag Revisd:



8.040 CLASSIFI ED EMPLOYEESDRUG TESTING

Scope of Policy

Ead persan hired for aposition that dlows or requires the employee operae aschod bus

shal mee the following requirements:

1. Theemployeeshdl possessacurrent commerdd vehicledrive sli@ensefor driving aschool
bus;

2. Haveundergone aphysicd examination, which shdl includeadrug test, by a
li censed physician or advanced pradice nurse within the past two yeas, and

3. A current vaid cettificae of school busdriver in sewvicetraining.

Ead persortsinitid employment for ajob entailing asafety sengtive function is condtioned
upon thedistrict recaving anegative drug test result for that employee The offer of employment
isaso conditioned upon the employee Sxigning an authorization for the request for information
by the district from the Commercid Driver Alcohol and Drug Testing Database

Methodsof Tedting

The coll ection, testing methods and stendards shdl be determined by the agency or other medicd
organizations chogen by the School Board to conduct the coll ection and testing of samples. The
drug and acohoal testing isto be conducted by alaboratory cettified pursuant to the most recent
guidelinesissued by the United States Department of Hedth and Human Servicesfor such
fadlities. ( Mandatory Guiddines for Federd Workplace Drug Testing Programsd .)

Definitions

fiSafety senstive functionoincludes:

a) All timespent inspeding, sewvicing, and/or preparing the vehicle

b) All timespent drivingthevehicle

c) All timespent loading or unloading the vehide or supeivising the loading or unloading of
thevehicle and

d) All timespent repairing, obtaining assistance, or remaining in atendance upon adisabled
vehicle

fiSchool Busdisamotarized vehicletha medsthe foll owing requirements:

1. Isdesigned to carry morethan ten (10) passngers,

2. Isprivately owned and operated for compensation, or which is owned, leased or othewise
operded by, or for the benefit of the District; and

3. Isoperded for thetrangportation of sudents from home to school, from school to hone,
or to and from school events.

Reguirements

Employees st be drug and dcohal free from the time the employeeis required to be ready to
work until the employeeisrelieved from the responsibility for performing work and/or any time
they are performing asafety- sengtive function. In addtion to thetesting required asan initid
condition of employment, employees shall submit to subsequent drug tests as required by law
andlor regulation. Subsequent testing indudes, and/or is triggered by, but isnot limited to:

1. Randomteds
2. Tegtingin conjunction with an acadent;



3. Recavingadtaion for amoving traffic violaion; and
4. Reasonablesuspicion

Prohibitions

A. Nodriver shdl report for duty or remain on duty requiring the performance of safety-
sensttive functions while having an dcohol concentration of 0.04 or greder,

B. Nodriver stdl use dcohd while performing safety-sengtive functions;

C. Nodriver shdl perform safety-senstive functions within four (4) hours after usng acohal;

D. Nodriver required to take apost-acadent dcohol test under # 2 ébove shell usea cohol for
eight (8) hous following theacadent or until he/she undergoes apost-acadent acohol tedt,
whichever ocaursfirs;

E. Nodriver st refuseto submit to an dcohol or drug test in conjunction with# 1, 2, and/or 4

above

F. Nodriver stel repart for duty or remain on duty requiring the performance of safety-senstive
functions when using any controlled sulstance, except when used pursuant to the instructions
of alicensed medicd praditioner who, with knowledge of thedrive sjéb respansibilities,
has advised the driver that the sulstance will not adversdy affed thedrive sability to safdy
operate higher vehicle. It istheemploye & r@spansibility to inform hisher supervisor of the
employee suse of such medication;

G. Nodriver skl repart for duty, remain on duty, or perform asafety-sensitive function if
thedriver tests positive or has adulteraed or subgtituted atest specimen for controlled
substances.

Violation of any of these prohibitions may leal to disdplinary adion being taken againgt the
employee which could includetemmingation or nornrrenewd.

Tedingfor Cause

Driversinvolved in an acadent in which thereisaloss of another persorés life shell betested for
acohol and controlled substances as soon as pradicable following the acdident. Drivers shall
aso betested for a cohol within eight (8) hours and for controll ed substances within thirty two
(32) hoursfall owing an acadent for which they recave acitation for amoving traffic violaion
if theacadent involved: 1) bodily injury to any persan who, asaresult of theinjury,
immediatdy receives medicd trestment away from the scene of the acddent, or 2) oneor more
mator vehidesincurs disabling damage as aresult of the acadent requiring the mator vehideto
be trangparted away from the scene by atow truck or other mator vehicle.

Refusal to Submit

Refus to submit to an dcohol or controll ed substance tes meansthat thedriver

1 Faledtoappea for any test within areasoreble period of time as determined by the
employer congstent with gpplicable Department of Transpatation agency regulation;

1 Faledtoremain a thetesting site until thetesing process was completed;

1 Faledto provide aurine spedmen for any required drug test;

1 Faledto provide asufficent amount of urine without an adequete medicd reasan for the
falure;

9 Faledtoundergo amedicd examination asdirected by the Medicd Review Officer
as part of the velification processfor the previous listed ressan;

1 Faledor dedined to submit to asecond test that the employer or collector has direded the
driver to teke;



1 Faledto cooperaewith any of the testing process, and/or
1 Aduteraed or subgtituted atest resut as reported by the Medicd Review Officer.

School bus drivers should be awae tha refusa to submit to adrug test whenthetest is
requested basaed on a reasoreble suspicion can condtitute grounds for crimina proeadtion.

Consequencesfor Violations

Driverswho engagein any condutt prohibited by this pdicy, who refuseto take arequired drug or
dcohol test, refuse to sign the request for information required by law, or who exceal the
acaptable limits for the respedive tests shall no longer be alowed to perform safety sengtive
functions. Actionsregarding their continued employment shell betakenin rdaion to their inability
to perform these functions and could include termination or non-renewd of thar contrad of
employment.

Driverswho exhibit signs of violaing the prohibitions of this policy relaing to acohol or
controll ed substances shdll not be dlowed to perform or continue to perform safety-sensitive
functionsif they exhibit those Sgns during, just precealing, or just after the period of the work
day that the driver is required to bein compliance with the provisons of this policy. Thisaction
shell be based on spedfic, contemparaneous, articulatable obsevations concaning the behavior,
speech, or body odars of the driver. The Supelintendent or his’her designee shdll requirethe
driver tostbmitto i r senable suspicionotests for dcohol and controlled substances. The
diredion to submit to such tests must be made just before, just after, or during thetimethe driver
is performing safety-sensitive functions If circumstnces prohibit the testing of the driver the
Supelintendent or his’her designee shdl remove the driver from reparting for, or remaining on,
duty for aminimum of 24 hours from thetime the observation was made triggeting thedrive s 6
removd from duty.

If the result for an acohol test administered to adriver isegud to or greder than 0.02, but less
than 0.04, the driver shell be prohibited from performing safety-sengtive functionsfor aperiod
not less than 24 hours from the time the test was administered. Unlesstheloss of duty time
triggers other employment consequence policies, no further other action againgt the driver is
autharized by this poli cy for test results showing an dcohol concentration of lessthan 0.04.

CrossReferance 3.07 Certified Persannd Drug Tegting

Legd Referace A.CA.86-19108
A.CA.86-19119
A.CA.827-23201 et 0.
49 CF.R.§382-1017 605
49 CFR. §pat40
49 CFR. 83905
ArkansasDivision of Academic Fadlitiesand Transporgtion
RulesGoverning Mainterance and Operations ofArkansas Pulic
School Busesand Physical Examinations of SchooBus Dxivers

Dae Adopted: 10/1303
Last Revised: 0512/14



8.05 CLASSIFIED SICK LEAVE i POLICIES ANDBENEFITS

All classified employees will earn a total of one day of sick leave for each month of
contract empl oyment. During an empl oyeebs fi
credited as earned. In éesubsequent contract year sick leave will be credited July 1

If an employee does not complete a contract year and has used more sick leave than is

earned, the employee must reimburse the value of the unearned sick leave. If possible,

such reimbursememti | | be deducted from Ihtheeeveatmpl| oy ee 0
that an employee does not use all the days allotted for sick leave in any school year, such
unused sick | eave shall be cumul ative to a t

the nomal number of hours the employee is scheduled to work, not to exceed eight
hours peday.

Sick |l eave is to be granted for personal il
death i n employeebs family. Si s khodpigave wil |l

hunting, visiting, or for any purpose other than personal illness or illness or death in the

empl oyeeds family. AFamilyo means an empl oye
marriage.

If an employee claims sick leave but does not haslelsave days available, any
available personal leave or vacation leave will be charged. If no leave of any kind is
available, the employee will be docked full pay.

Payfor sickleaveshallbeatthee mp | odgpikyratéofpay,whichisthate mp | ohpwelye 0 s
rateof paytimesthenumberof hoursnormallyworkedperday.

At thediscretionof thee mp | osypergisbrihe District mayrequirea written statemeritom
thee mp | ophysigad <sailureto provide sucldocumentationf illnessmayresultin sick
leavenotbeing paidorin dismissal.

Excessivabsenteeismyhatevethe causeto the extentthattheemployeeds not carryingout his
assignediutiesto thedegreghattheeducatiorof student®r theefficientoperatiorof aschoolor
thedistrict is substantially adversely affectétthe determinatiorof the Superintendenthay
resultin dismissal.

TheBentonSchoolDistrict will adhereo thecurrent FamilyMedicalLeaveAct (FMLA) of
1993.

Employees who are adopting or seeking to adapinar child or minor children may

use up to 15 sick leave days in any school year for absences relating to the adoption,
including time needed for travel, time needed for home visits, time needed for document
translation, submission or preparation, timergpvith legal or adoption agency
representatives, time spent in court and bonding time. Except for bonding time,
documentation shall be provided by the employee upon request.



PAYMENT FOR UNUSED SICK LEAVE UPON RETIREMENT

A. The Classified Employee musgs up to start drawing retirement or be eligible to
begin retirement from the State of Arkansas. The Classified Employee who has
worked ateastten full years in Benton Public Schools will receive payment for all
unused sick leave upon retirement.

The digible classified employee who works five (5) hours or more each day will
be paid 50% of their daily rate of pay, not to exceed base substitute rate of pay
or be less than $36, for each unused day of sick leave. Eligible employees who
work less than fivé€b) hours per day will be paid 50% of their daily rate of pay,

not to exceed half of the base substitute rate of pay or be less than $18, for each
unused day of sick leave.

B. The Classified Employee who has worked less than ten full years in the district wil
receive payment for a percentage of their unused sick leave days. For example: At least
10 full years = 100%, 9 full years = 90%, and so on. See proratedédinhe

10 full years worked in B.P.S. = 100% of days paid

9 full years worked in B.P.S. = 9086 days paid

8 full years worked in B.P.S. = 80% of days paid
7 full years worked in B.P.S = 70% of days paid
6 full years worked in B.P.S. = 60% of days paid
5 full years worked in B.P.S. = 50% of days paid
4 full years worked in B.P.S. = 40% of daysdgha

3 full years worked in B.P.S. = 30% of days paid
2 full years worked in B.P.S. = 20% of days paid
1 full year worked in B.P.S. = 10% of days paid

All fractions of days as a result of this percentage process will be rounded
up to the nearest half (.6) whole number.

Upon the death of a Classified Employee duri
shall be paid for any unused accrued sick leave based on procedures stated above.

ACCUMULATION PAY OF UNUSED SICK LEAVE DAYS

After accumulating 90 daysnused sick leave, an employee may choose whether to
continue accumulating sick leave to a maximum of 120 days or to be paid for each day
accumulated in excess of 90 days. If the employee chooses to accumulate 120 days, the
district will pay for any unusksick leave days beyond that point.

When payment of unused sick leave days is required, eligible employees who work five
(5) hours or more each day will be paid 50% of their daily rate of pay, not to exceed
base substitute rate of pay or be less thanf88@&ach eligible day. Employees who

work less than five (5) hours per day will be paid 50% of their daily rate of pay, not to
exceed half of the base substitute rate of pay or be less than $18, for each eligible day.

Employees will be offered this cloa before the end of each school year.
Sick Leave and Outside Employment
Sick leave related absence from work (e.g. sick leave for personal or family iliness or

accident, Workers Comp, and FMLA) inherently means the employee is also incapable of
working at any source of outside employment. Except as provided in policy 8.36, if an



employee who works a natistrict job while taking district sick leave for personal or family
illness or accident, Workers Comp, or FMLA shall be subject to discipline up to and
including termination.

CrossReference: 8.1% CLASSIFIED PERSONNELOUTSIDE EMPLOYMENT
8.2F CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE
8.361 CLASSIFIED PERSONNEL WORKPLACE INJURIES
AND WORKERSG6 COMPENSATI ON

LegalReferences:  A.C.A.§6-17-1301etseq.
29 USC 88 2601 et seq.
29 CFR 825.100 et seq.

DateAdopted: 06/11/0Last
Revised: 5/14/2018
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8.061 SICK LEAVE BANK 1 CLASSIFIED EMPLOYEES

DESCRIPTION OF SICK LEAVE BANK:

In case of extreme emergencies, including but not limitedgen heart surgery, terminal

cancer, extensive cancer treatment, organ transplants,-thréfgening illnesses, or

disabilities, any classified employee can donate to a sick leave bank to be used when a sick or

di sabl ed empl oy e elesowradscsimutatedessk leave badaace. Use of the

sick | eave bank may also be granted if the en
caregiver of their spouse or child. Such donated sick leave shall not exceed the length of the
sickemployeé s current contract with the Benton Sch

A. Eligibility
1. The employee wanting to donate to the bank must have accumulated at least
hours equal to one yearo6és sick | eave.

2. Donation will be optional. All classified employees will be eligible for

paricipation whether they donate or not.
B. Maintenance

1. Donations will be collected only when a hfiereatening illness or disability
occurs or when the need arises.

2. Any classified employee will be able to donate no less than hours equivalent to
one day and nmore than hours equivalent to 30 days, with the exception of
retiring employees who may donate any or all of their remaining sick days.

3. Hours donated cannot be returned to employees and will be carried over in the
sick leave bank.

C. Administration

1. A six-memker committee will be formed consisting of the
Superintendent/designee, Business Manager/designee, Plant Manager,
Coordinator of Child Nutrition Services, Transportation Supervisor and a school
nurse, which will be exfficio. The Superintendent may appboather personnel
to substitute for or to replace any of the above.

2. All applications will be sent to the Superintendent who will convene the sick
leave bank committewithin ten (10) working days. The sick leave bank
committee will determine the need factivating the sick leave bank. The

application must be accompanied by a ph
3. Upon approval by the committee that an employee is eligible to obtain sick leave
days from the sick | eave bank, tsransfer

sick leave record will occur pay period by pay period uhélemployee returns

to work or until the committee determines that the sick leave bank should no
longer be used. Payment for the days transferred must be for absences following
the dayofthe ommi tt eeds deci si on.

Legal Reference: A.CA.86-17-1306

Date Adopted: 06/11/2001
Last Revised: 04/08/2013
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8.070 CLASSIFIED PERSONNEL PERSONAL AND PROFESSIONAL
LEAVE

Classiied employeswil| be grantel three (3) days of personbleave pe contrat year Unusel
personbleave wil accumtateto amaxmum of five (5) days Unusel persomal leae daystha exceel
the maximum accumulatioof five (5) will beadded totheempo y saedumuléed sick leave balance
A i d @isyconsidezd to be the norma numbe of hoursthe employeeis screduled to work, nat to
exceed eight houris per day.

Any requesfor personbleave mug have supevisor gpprova.

Any employe desirirg to take persoial leave may do so by making awritten requesto his superviso
at leas twentyfour (24) hours prior to thetime of the requested leae. The twerty-four hour
requiremert may be waived by the supevisar when the supervisodeansit apgopriae.

If an employe claims personbleave but does na hawe personbleawe days available the employe
will be docled full pay.

Employess shal take peisond leawe or leave without pay for those abseeswhich are
nat due b atten@nce a schod functiors ard do nat qualify for othe types of leave (for
sick leawe see Polig 8.05).

Schal functions for the purpaes of thispolicy, means:
1. Athletic or acadmic events reited to a public school district; and
2. Meetings and conferencesatedto education.

The detemination of what activitiesneetthe definition of a school function shall
bemade by themp | o y ereediate supervisor atesigneeln noinstanceshall
paid leave in excess of alted vacatiordays andor personaldaysbe granted to
an anployee who is absent fromork while receivng ranuneration from another
source as gopersation for the reason for their absence.

Professona Leave

A P r dohdd sas@isleavegrantel for the purpog of enabing an employeeto participaein
prafessionbactivities (e.g, workshoys or sewving on prafessionacommitteeswhich can serve
to improve the schod distridGs instruction&progran or enhancsthee mp | eapiktydod
perfam hisduties Professnd leave will also be granted when aschod distric employeeis
subpoenafor amatte arising out of theemp | 0 yempdogment with the schod district Any
employee seekimgy prafessionbleave mug make awritten requesto hisimmediaé supervisor,
settirg forth the information necessary for the supenisa to make an informed decision The
supenvio sdiecisian issubjet to review and overrulirg by the sugerintendent. Budgeting
conceris ard the potentid bendit for thed i s $studeraswil bbe taken into consideratia in
reviewirg arequesfor professond leave.

Benton School District Classified Personnel Policies 20172018



Applicatonsfor professond leave shoud be made as som as possble following the
emplo y sdiséernirg aneed for such leave but, in any ca®, no lessthan two (2) weeks before
therequested leaweisto begin, if posshle.

If the employe= doesnat receive or does nat accepremuneratia for ther participation in the
prafessionbleawe activity and asubstitue is neede for the empoyee the district shal pay the
full cog of the substitutelf the employe receives ard acceps remuneratia for their
participatian in the professionbleave activity, the employee shal forfeit hishe daily rate of pay
from the distria for the time the employ& misses The cog of asubstituteif oneisneeded, shial
be paid by the employee/district.

Cross Reference 3.11 Cerified Pesonné Persond and ProfessiondLeave
8.06 Noncerified Pesonrd Sidk Leave

Legd Reference AC.A 8617211

Date Adopied: 10/13/03
Lag Revisd: 06/18/07
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8.08 CLASSIFIED PERSONNHE. RESPONSIBILIT IESIN
DEALIN G WIT H SEXOFFENDERS ON CAM PUS

Individuds who have been convictal of certan sex cimes mud registe with law enforcemernt as
sex offenders. Arkansdaw placesrestrictiors on sex offendeswith aLeved 1 sex offende
having thelead restrictions (lowedikelihoad of committing anothe sex crime), ard Levd 4 sex
offendes havirg the mog restrictions (highedikelihood of committing anothe sex crime).

While Levels 1 ard 2 place no restrictiors prohibiting the individuals presene on aschod
campus Levek 3 ard 4 have specift prohbitions The are spedfiedin Policy 6.1 SEX
OFFENDERSONCAMP U S ( MEBGWVNaid it istherespomsibility of district staf to
know ard undesstard the policy and to the extehrequeted aid schod administrabrsin
enforcirg the restrictiors placed on campus accessto Levd 3 and Leve 4 sex offenders.

Itistheintention of the board of directastha district staf nat sigmatiz suderiswhose
paentsor guardans ae sex offendes whiletaking necessy stes to safeguard the schod
community and comply with staelaw. Eabis ¢ h sadnmingtraion shoutl egablish
procedurs so attenton is nat drawn to the accommodations necesgdor registere sex
offende parens or guardans

Cross Reference 6.1 SEX OFFENDERSON CAMPUS( ME G /A NAAN)

Legd Reference A.C.A.81212-913(g) (2
Arkansa Depatment of Eduction Guidelinesfor
iMe g alna@dw o AB5CH1A

Date Adopted: 06/18/07
Lag Revisd: 06/18/07

Benton School District Classified Personnel Policies 20172018



8.099 PUBLIC OFFICE T CLASSIFIED PERSONNEL

An employee of the District who isdected to the Arkansas Generd Assembly or any eediveor
gppointive publi c office (not legally conditutionally inconsstent with employment by apullic
school digrict) shall not be discharged or demoted asaresult of such sewvice

No sck leavewill be granted for theemploye & @articipation in such public office The
employee may take persord leave or vaction (if applicable), if gpproved in advanceby the
Superintendent, during his absence

Prior to taking leave, and as saon as possible after the nead for such leareis discerned by the
employee he mug make written request for leaveto the Superintendent, setting out, to the degree
possible, the datessuch leaveis neaded.

An employee who fraudulently requests sick leave for the purpose of teking leaveto servein
publi c office may be subject to norrenewd or temination of hisemployment contrad.

Cross Reference Policy #8.170 Classfied Personnd Politica Activity

Legd Reference A.CA.86-17-115

Date Adopted: 03132006
Last Revised: 06/182012
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8.1® JURY DUTY 1 CLASSIFIED PERSONNEL

Employess are nat subjed to dischargeloss of sidk leave loss of vacation time or ary other
penaly dueto absenefrom work for jury duty, upan giving reasoreble notice to the District
throughtheempl o y enenédse supervisor.

The employee mug presert the origind (nat acopy) of the summoisto jury duty to hissupenisa
inorde to confirm thereasm for the requestd absence.

Legd Reference A.C.A.816-31-106

Cros Reference 3.14 Cerified PersonnieJury Duty

Date Adopted: 06/09/03
Lag Revised:
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8116 OVERTIME and COMPLYING WITH FLSA for CLASSIFIED
PERSONNEL

TheBentonSchoolDistrict shall complywith those portionsf the Fair Lebor Standardéct that
relateto the operatiorof public schoolsThe actequireghatcovered employedse compensated
for all hours workedt greatethanor equalto theapplicable minimum wager workweeksof
lessthanor equalto 40hours.It alsorequireghatemployee®e compensatefibr workweeksof
greatethan40 hours atl 1/2times theiregularrateof pay.

Definitions

Overtimeis hoursworkedin excesof 40 perworkweek.Compensatiogivenfor hoursnot
workedsuchasfor paidholidaysor sick daysdo not countin determininghoursworkedper
workweek.

Workweekis the severday consecutivgeriodof time from12:00AMon Sundayto 11:59 PM
on SaturdayEachworkweekis independendf every otheworkweekfor the purposeof
determininghe numberof hoursworkedandtheremuneration entitletb by theemployedor that
week.

ExemptEmployeesrethoseemployeesvho are notoveredunderthe FLSA because the
empl oyeeds:

A. Primary job duties are considered to be exempt eligible doeing
admnistrative or professional in nature. Examples include teachers,
counselors, registered nurses, and superviaots;

B. Salary meets or exceeds a minimum weekly/annual amount. Any
employee who is unsure of their coverage status should consult with the
District @A@ministration.

Covered Employedslso defined asonexemptmployeesare thosemployeesvho are not
exemptgenerallytermednoncertified andincludebusdrivers, clerical workers, maintenance
personnel, custodians, transportation workecgpionists, paraprofessionalepd service
workers, secretaries, bookkeeparg]L P N6 s .

RegularRateof Payincludesall formsof remuneratiofior employmenaindshallbe expresseds
anhourlyrate. For thosemployeegreviouslypaidon a salary basighesalaryshallbe
convertedo anhourly equivalentEmployeeshallbe paid foreachand every houworked.

Employment Relationships
The District does not have an employment relationship in the following instances:

1 BetweertheDistrict andstudenteachers;
2. BetweertheDistrict andits studentsand
3. BetweertheDistrict andindividualswhoasa publicservicevolunteeior donateheir

timeto theDistrict withoutexpectatioror promiseof compensation.
The District does not have a joint employmettienship in the following instances:

1. Betweerthe District andoff-duty policemeror deputiesvho arehiredon a parttime basis
for security purposesr crowd controlTheDistrictis separatérom and acttdependently
of othergovernmentagntities.
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2. BetweertheDistrictandanyagencycontractedvith to providetransportatiorservices,
securityservicessubstitutdeachersr othertemporaryemployeespr otherservices.

Hours Worked
Employeeshallbe compensatefbr all hours worked eachorkweek Employeeshall
accuratelyecordthe hourstheywork eachweek.

TheDistrict shalldeterminghemanneto beusedby employee$o accuratelyecordthehours
theywork. Eachemployeeshallrecordthe exacttime theycommencendceasavork
includingmeal breaksEmployeesrriving earlymaysocialize withfellow workerswho are off
theclock, but shallnotcommencevorkingwithoutfirst recordingheirstartingtime.

Employeeshall signn/clockin wheretheystart workandsign out/clocloutat thesitewhere
theyceaseavorking. Employeesvho do not start andendtheir workdayat thesamesite shall
carryatime cardor sheetvith themto accuratelyecordtheirtimes.Theyshallturnin theirtime
sheet®r cardgto theirimmediate supervisao later thanthefollowing Friday morningafter
reviewingthemto besurethattheyaccuratelyeflecttheirhoursworkedfor thatweek.

Eachemployess to personallyrecordhis or herown times.Any employeenho signsin or out
(or who punchesa time clock) for anotheremployeeor who asks anotheemployeeo do sofor
him or herwill facedisciplinaryactionwhichmayincludeterminationof employment.

Breaks and Meals
Eachemployeavorking morethan20 hoursperweek shalbe providediwo, paid,15 minuteduty
free breakperworkday.

Mealperiodswhicharelessthan30 minutesin lengthor in whichtheemployeas notrelievedof
duty arecompensable. Employeegh a bonafide mealperiodshallbe completelyrelievedof
theirdutyto allow themto eattheir mealwhichtheymaydo awayfrom theirwork site.

Theemployeeshallnotengagén anywork for theDistrict duringmealbreaksexcepin rareand
infrequenimergencies.

Covered employees who work thifiye (35) hours a week and receive a duty freeal
period shall not be eligible to receive the two (2) paid breaks for working more than
twenty (20) hours.

Overtime

Coverecemployeeshallbecompensatedtnotlessthanl.5timeshisor herregularrateof pay
for all hours workeaver40 inaworkweek. Overtime compensatishallbecomputednthe
basisof thehoursworkedin each weelandmaynotbewaivedby eithertheemployeeor the
District. Overtimecompensatioshallbepaidonthenextregulampaydayfor theperiodin which
theovertimewasearned.

Employeesvorkingtwo or morejobsfor the District at different rate®f payshallbe paid
overtimeataweightedaveragef thedifferingwagesThisshallbedeterminedby dividing the
totalregularemuneratiotfior all hoursworkedby the numberof hoursworkedin thatweekto
arrive atheweightedaverageOnehalf thatrateis thenmultiplied timesthenumberof hours
workedover40to arriveattheovertimecompensatiodue.
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Overtime Authorization

There willbeinstancesvherethedisti ¢ neédsecessitatanemployeavork overtime.lt is the
B o0 a rdekitete keep overtimevorkedto a minimum.To facilitatethis,employeeshallreceive
authorizatiorfrom theirsupervisoin advancef working overtime exceph therareinstance
when it is unforeseemndunavoidable.

All overtimeworkedwill bepaidin accordancevith theprovisionsof theFLSA. If theovertime
wasnot pre-approvedr fit into the exceptionsiotedpreviously disciplinary actiormustbe
taken forfailureto follow District policy. In extremeandrepeateaasesglisciplinaryaction could
includetheterminationof theemployee.

Leave Requests

All coverecemployeeshallsubmita leaverequesform prior to takingtheleaveif possible. If,
dueto unforeseenr emergacycircumstancegdvanceequestvasnotpossibldheleaveform
shallbeturnedin thedaytheemployeeeturngo work. Unlessspecificallygrantedoy theBoard
for speciaktircumstanceshereasomecessitatintheleavemustfall within District policy.

Paymentor leavecouldbedelayedr notoccunf anemployedails to turnin therequiredeave
form. Leavemay betakenin a minimumof 15 minuteincrements.

Record Keeping and Postings
TheDistrict shallkeepandmaintainrecordsasrequiredby the FLSA for theperiodof time required
bytheact.

TheDistrict shalldisplay minimumwage posters wheegnployeesan readilyobserve them.

Cooperation with Enforcement Officials
All records relatingp the FLSA shallbe availablefor inspection byandDistrict employeeshall
cooperatdully with, officials from the DOLand/orits authorizedepresentatives the
performancef their jobsrelatingto:
1. Investigatingandgatheringlataregardinghewageshours,andotherconditionsand
practiceof employment;
2. Enteringjnspectingand/ortranscribinghepremisesndits records;
3. Questioningemployeesindinvestigatingsuchfactsastheinspectorgleennecessaryp
determinavhetheranypersorhasviolatedanyprovisionof theFLSA.

LegalReferees: 29USC§ 206(a) ACA §6-17-2203
29 USC § 207(a)(1), 29 CFR § 778.100

29 USC § 207(0), 29 CFR 8§ 553.50

29 CFR § 778.218(a)

29 CFR § 778.105

29 USC § 213(a), 29 CFR 88 541 et seq.

29 USC § 207(e), 29 CFR § 778.108

29 CFR 88 785.9, 785.16

29 CFR § 516.(7)

29 CFR 88 785.1 et seq. ACA 8§16-2205 and 2207
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29 CFR §§ 785.19

29 USC § 207(a), 29 CFR § 778.100, 29 USC § 207(0), 29 CFR §8§
553.201 553.32

29 CFR § 778.106

29 USC § 207(g)(2), 29 CFR § 778.115

29 USC § 207(0)(2)(A), 29 CFR § 553.23

29 CFR § 553.2

29 USC § 207(0)(4), 29 CFR § 553.27

29 USC § 211(c), 29 CFR §§ 516.2, 516.3, 553.50
29 CFR § 516.4

29 CFR §§ 516.5, 516.6

29 USC § 211(a)(b)

DateAdopted:03/13/200d_ast
Revised: 05/14/2018

Benton School District Classified Personnel Policies 20172018



8.120 CLASS FIED PERSONNEL OUTSIDE EMPLOYMENT
An employee of the District may nat be employed in any other cgpaaty during regular working hours.

An employee may nat accet employment outside of hisdistrict employment which will interfere or
otherwise be incompatible with the Didrict employment, including norma duties outside the regular
work day; nor shell an employee acceat other employment which isingppropriate for an employee of a
public schoal.

The Superintendent, or his designee), shdl be responsible for determining whether outside
employment is incompetible, corflicting, or ingppropriate.

When adassfied employee is additiondly employed by the Digtrict by acontrad for asecond
clasdfied pagtion or to perform suyppementary duties for agtipend or multiplier, the duties,
expedaions and obligations of the primary postion employment contract shell prevail over dl other
employment duties unlessthe needs of the didrict dictate otherwise. If thereis acorflict between the
expectations of the primary postion and any other contracted position, the employee shall notify the
employee's building principd asfar in advance asis pradicable. The Building principa shdl verify the
existence of the conflict by contading the supeivisor of the semnaary contraded position. The building
principa shdl detemmine the neads of the ditrict on acaseby-case basisand rule acardingly. The
principa’'sdedsionisfina with no gpped to the Superintendent or the School Board. Frequent corflicts
or scheduling problems could |eal to the non-renewd or temmingtion of the conflicting contrad of
employment or the contract to perform the supplementary duties.

For employees who work two or more jobs for the District, the supetintendent or designee shell
spedfy which isthe employeés primary job. If circumstances change, the detemination can be
changed to reflect the current needs of the Didtrict. Furthermore, if on any given day, one of the
employee's jobs requires more hours worked than is customary, the Didtrict reseivesthe right to lessen
the number of housthe employee may work in his’her other job such that the employee does nat
exceed forty (40) hoursworked in that week.

Sick Leaveand Outside Employment

Sick leave rel ated absence from work (eg. sick leavefor persond or family illn ess or accident,
Workers Comp, and FMLA) inherently means the employee is dso incgpable of working at any souce
of outsde employment. Except as provided in policy 8.26 if an employee who works anon-didrict job
whiletaking digtrict sick leave for persord or family ilin ess or accident, Workers Comp, or FMLA
shall be subjed to discipline up to and including termination.

Cross Referances: 8.50 CLASSFIED EMPLOYEESSICK LEAVE
8.230 CLASSFIED PERSONNEL FAMILY MEDICAL LEAVE
8.350 CLASSFIED PERSONNEL WORKPLACE INJURIESAND
WORKERSSCOMPENSATION

Legd References A.CA.86-24106, 107,111

Dae Adopted: 05/12/14
Last Revised:
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8.130 CLASSIFIED PERSONNEL EMPLOYMENT

All prospedive employees must fill out an gpplicaion form provided bythe Didrict, in addition to any
resume provided; al of the information provided isto be placel in the persand file of those employed.

If the employee provides false or mideading information, or withholds information to the same effed, it
may be groundsfor dismissal. It is groundsfor temination of contrad of employment if an
employee fails acriminal backgroundchedk or receivesatrue report on theChild Maltreatment
Central Registry chedk.

An employee who recaves notification of afailure to passa criminal badkgroundched ora
trueresulton the ChildValtreatment Central Registry chedk shell have thirty (30) days
following the notificaionto submit to the superintendent, ordesignee a writtenrequest fora
heaing before the Board to request awaiver. Thewritten request should iclude any
documentation, such as police reports, or othermaterials that are related tothe event giving rise
to thefailed badkgroundchedk or trueresulton theChild Maltreament Registry as well as
information suporting your request for thewaiver. Empbyees requesting a board hearing to
request awaiver shouldbe aware that ths heaing is subject to theArkansasFreedom of
Information Act andit mustbefully open tothe public as aresult.

Before the superintelent may make a recommendation to the Board that an individual be hired
by the District, the superintendent shall check the Arkansas Educator Licensure System to
determine if the individual has a currently suspended or revoked teaching license or a current
Level 3 or Level fublic naotification of ethics violatiarAn individual with a currently

suspended license or whose license has been revoked by the State Board of Education is not
eligible to be employed by the District; this prohibition includes empkayt as a substitute
teacher, whether directly employed by the District or providing substitute teaching services
under contract with an outside entity. An individual with a current Level 3 or Level 4 public
notification of ethics violation shall not becaanmended for employment by the District.

The District isan equd opportunity employer and shdl not discriminate on the grounds of race,
color, rdigion, naiond origin, sex, pregnancy, sexual orientation, gender ideatisy, disability, or
geneliaif -

Inquiries on sexdisaiminationmay be direded to the District Equity Coardinatbr, who may
bereached at (501) 776-5710. Inquiries ondisabilty disaimination (504)may be dreded to
the Spedal Edwcation Supervisor, whomay be reached at (501) 776-5701. The offices of the
District Equity Coordinator and the Director of Special Services are located at 207 W.
Conway Street, Benton, Arkansas. The email addresgagdbentonschools.org

For further information on ndice of nontdisaimination orto file acomplaint, visit.
http://wdcrobcolp01.edgov/ICFAPP30OCR/coniadus.dm; for theaddressand phone number
of theoffice that seves your areg or cdl 1-800-421-3481.

In acmrdance with Arkansas &w, theDistrict provides aveteran preference to
applicants who galify for any of the following caegories:
1. aveteran withouta seavice-conneded dsability;,
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2. aveteran with a vice-conreded disbility; or
3. adeceaed veteranGs spousewho is unnarried throughoutthe hiring process;

For purposes of this paicy, fiveterandis ddined as:
a) A person honeoably discharged from atour ofadive duy, otherthan
adive duty for training only, with theammed forces of the United
States; or
b) Any person who las served honaably in the National Guard orreserve
forces of the Unied Statesfor aperiod of at least six (6) yeas, whether
or notthe person has retired or been disdarged.

In order for an applicant to recave the veteranés preference, theapplicant mustbeacitizen and
resident ofArkansas, be subsaéntialy equally qualified as otrer applicants and dall of the
following:

1. Indicae on theemployment appli@tion thecategory the applicant qualifiesfor;

2. Attach thefollowing documentation, as applicable, to the employment appli cation:

Form DD-214 indicating honorable discharge;

A letter dated within the last six months from the gpplicanté command indicating years of
sewiceintheNationad Guard or Reseive Forces aswell asthe gpplicantés current status;
Marnagelicense

Dedh catificae

Disability letter from the Veterané Adminigtration (in the case of an gpplicant witha
sewvicerdated disability).

= =4 = E ]

Falure of the applicant to comply with the above requirementsshall result in the applicant not
recaving the veteran preference in addition, meeting the qualifi cations of a veteran or spotsal
caegory does notguaranteeeither an interview or being hired.

Legal References: Arkansa Department of Education Rules Governing Background Checks
Arkansas Department of Education Rules Governing the Code of Ethics for Arkansas Educators
A.C.A. 8617-301

A.C.A. 86-17-414

A.C.A.8617-428

A.C.A. § 213-302

A.C.A. 8 213-303

A.C.A. §2519-101et seq.

28 CF.R. § 35.106

29 CF.R. part 1635

34 CF.R. § 100.6

34 CF.R. §104.8

34 CF.R. § 106.9

34 CF.R. § 108.9

34 CF.R. § 110.25

Dae Adopted: 10/13/2003
Last Revised: 05/14/2018
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8.14 CLASSIFIED PERSONNH. REIMBURSEMEN T OF TRAVE L
EXPENSES

Employess shal bereimbursel for persond and/a traved expensegincurred while peforming duties or
attendiry workshoys or othe employnent-related functions provided tha prior written approvéafor the
activity for which the employee seels reimbursemethas bea receivel from the Supemtendei
principd (or otherimmediag supervisio with the authorty to make schod approvat), or the
appopriak designes of the Superinendent ard tha the employee sattendace/travéwas a thereques
of thedistict.

It isthe responsibiliy of the empgoyee to determire the appropriag sugervisor fromwhich he
mug obtain approvia

Rambursemert clams mug be made on forms provided by the District and must be suppored by
appopiiate, originarecepts Copiesof receips or othe documertation are nat acceptald excepin
extraordinary circonstances.

CrossRefaence Policy #7.12

Date Adopted: 10/13/03
Lag Revied: 05/14/07
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8150 CLASSFIED PERSONNEL TOBACCO USE

Smoking or useof tobacco or products containing tobac in any form (including, but not
limited to, cigarettes, cigars, chewing tobacco, and sruff) in or on any rea property owned or
leased by a District schod, including school buses owned or leased by the District, or other
schoolvehiclesis prohibited.

With theexception of recognized tobacco cessation products, this pali cyd prohibitionincludes
any tobacm or nicotinedeli very system or product. Spedficdly, theprohibitionincludes any
product that is manufactured, distributed, marketed, or sdd as e-cigardtes, e-cigars, e-pipes, or
under any other name or descriptor.

Violation of this polcy by employes shall be grounds for disciplinary action up to, and
including, dismissal.

A copy of this statute st be posted in a conspicuous location at everyaarte toeach
building owned or leased by a public school district angheschool bus used to transport
public school students.

Legd Referance A.CA.86-21-609

DateAdopted: 10/13/03
Last Revised: 11/11/13
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8.189 CLASS FIED PERSONNEL DEBTS

For the purposes of this policy, "gamisiment” of adistrict employee iswhen the employee haslost a
lawsuitto ajudgment creditor who brought sut againgt aschool district employee for an unpaid det,
has been awarded money damagesasaresult, and thesedamagesare recoverale by filinga
gamishment adion against the employe &wWwages. For the purposes of thispalicy, theword
figamishmento exdudes such things as child sugport, sudent loan or IRSliens or deductions levied
againg an employe &\dages.

All employees are expeded to meet their financia obligations. If an employee writes fhoto chedks or
has his income gamished by ajudgment creditor, dismissl may result

An employee will not be dismissed for having been the subjed of one (1) gamishment. However, a
second or third gamishment may resuk in dismissa.

At the discretion of the Superintendent, he or his designee may med with an employee who has
receved a seand gamishment for the purpose of waming the employee that athird gamishment
will result in a recommendation of dismiss to the School Board.

At the discretion of the Superintendent, asecond gamishment may be used asabasisfor a
recommended dismissal. The Supelintendent may take into consderation other factorsin dedding
whether to recommend dismissa based on asecond gamishment. Thosefactorsmay include, but are
not limited to, the amount of the debt, the time between thefirst and the second gamishment, and other
financid problems which cometo the attention of the Didtrict.

Date Adopted: 04082013
Last Revised:

Benton School District Classified Personnel Policies 20172018



8.19 CLASSIFIE D PERSONNH. GRIEVANCES

The purpo® of thispolicy isto provide an ordety process for employesto resolve, & the loweg
possibk level, thef concers relatal to the personnipolicies or salary paynents of this district.

Definitions

Grievance aclaim or corcem related to the interpretdion, applicaton, or claimed violation of the
pasonre policies includirg salay schedules, federa or stak laws and reguations or termsor
condiions of employment, raisel by an individud employee of this schod district. Other matters for
which the mears of resolution are provigd or foreclosel by statue or administrative procedursshell
nat be coradered grievances Spedfi cally, no grievane may be entertaind againsasupervisofor
directing instructing, reprimandingor i w r g upd anemployee unde his/he supervisionA groyp of
employeeswho have the same grievane may fil eagroup grievane

GroupGrievanceA grievane may befiled asagroy grievarceif it meesthefollowing criteria
(meetirg the criteradoes nat ensuetha the subjet of the grievaneis, in fact, grievable)
1. Morethan oreindividud hasinteres$in the matter and
2. Thegroy hasawell-defined comman interesin thefacts andor circumstances of the
grievanceand
3. Thegroy has designatd an employee spokepersm to med with administraton andor
the board and
4. All individudswithin the group are requestig the samerelif.

Employeeany pasan employead unde awritten cortrad by this schod district.

ImmediateSupervisarthe persm immediately superor to an employee who direcs ard supervisesthe
work of that employee.

Working day: Any weekdg othe than aholiday whethe or nat the employee unde the provisiors
of their contratis schedule to work or whethe they are currentl undes contract.

Process

Level One An employee who believestha he/ste has agrievane shal inform that employess
immediate supengor tha the employee hasapotentid grievarce and discus the matte with the
supevisor within five working days of the occurena of the grievanceThe supervior shal offer
the employee an opportuniy to have awitness or represertative who isnat amembe of the

empo y simmedate family presenat their conferene (Thefive-day requilemert doesnat apply
to grievarces corcernirg bad pay) If the grievanceis nd advancd to Levd Two within five
working daysfollowing the corferencethe matte wil| be considered resoldeard the employee
shal have no further right with resped to sad grievance.

If the grievane canna be resolvel by the immediate supervsor, the employee can advanethe
grievaneto Levd Two. To do this, the employee must compleethetop half of the Level Two
Grievance Form within five working days of the discussion with theimmediag supervisarciting the
manne in which the spedic personnkgpolicy was violated that has given rise to the grievanceand
submt the Grievance Form to hisgher immediag supervisorThe supenvsor will have ten working
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daysto respol to the grievance usirg the botom haf of the Levd Two Grievane Form which he/sle
will submit to the building prindpa or, inthe evert that the employests immediate supervior isthe
building principal the superintenden

Level Two(when appeal is to thbuilding pringpal): Upon receipt of aLevd Two Grievarce Form,
the buildirg principd will haveten working daysto schedut a corferene with the employeefiling
the grievance. Taprincipd shal offer the employee an opportuniy to have awitnes or
representatiewhoisnat amember dthee mp | eiyreedidk family presert at ther corference
After the conferencethe principd wil | have ten workirg daysin which to deliver awritten respons
to the grievane to the employeelf the grievaneisnot advanogto Leve Three within fiveworking
daysthe matte will be corsdered resolvel and the employee shhhawe no furthe right with resped
to sad grievance.

Level Two(when appeal is to theuperintendent)Jpon receipt of aLeve Two Grievance Form, the
superintenderwil | have ten working days to schedut a conferene with the employefiling the
grievance The superinteraht shal offer the employee an opportuniy to have awitness or
representatiewho isnat amember 6thee mp | siyreedidk family presenat ther conference
Atter the corference the superintendarwill have ten working days in which to deiver awritten
responeto the grievaneto the employee.

Level Threz If the prope recipiert of the Levd Two Grievane was the building principal and the
employee renains unsatisied with the written respongto the grievancethe employe may advance
the grievaneto the superintendéby submittng acopy of the Levd Two Grievane Form ard the
p r i nsrephptatie duperintendevithin five working days of his/he recei of the principal s6
reply. The supemtendenwil | have t@ working days to schedu a conferene with the employe
filing the grievanceThe superintendershall offer the employee an opportuniy to have awitness or
representatewho isnat amembe of theemp | 0 y e e 6 efamilynprasenkl thertconference
After the conferencgthe superintendarwil | have ten working day in which to deliver awritten
respose to the grievane to the employee.

Appeal tathe Boad of Directos: An employe who remains unsatisied by the written respone of the
superintenent may apped thes u p e r i sdedsion  theBoal of Educaion within five
working days of his/he receipt of theSupei n t e swaliteenrdspimse by submittng awritten
requesfor aboad hearirg to the superinendent If the grievaneis na appeatd to the Board of
Directoswithin fiveworking days of his/her receipof thes u p e r i srégensethe mattadwill
be consideed resdved ard the employe shal hawe no furthe right with resped to sad grievance.

The schod boad will addresthe grievane at the next regula meetirg of the schod board unlesthe
employee agresin writing to an alternate dake for the hearing After reviewing the Levd Two
GrievaneForm amlthes u p e r i sréply, theb@ad wil Bdecickif the grievanceonitsfaceis
grievabe unde district policy If the grievaneispresentd asafi g p grievance)the Board shal first
detemineif the compositim of the grouyp meetsthe ddfinition of afi up grievanceo If the Boad
deteminesthat it isagroup grievane, the Boad shal then deteminewhethe the matte raisealis
grievableIf the Boad rulesthe compositio of the groyp does na mee the definition of agroup
grievanceor the grievancewhethe group or individual is not grievablethe matte shall be considerd
closed (Individuak within the disallowed groyp may choo®to subsequentirefilether grievane as
anindividud grievane beginnirg with Leve Ore of the proces3.If theBoard rulesthe grievanceto
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be grievalbe, they shdll immediatéy commence a hearirg on the grievane. All parties have theright to
representatio by a persm of ther own choosimg who isnat amembe of the enp | 0 yilneediae
family at the agped hearirg before the Boad of Directors The employee shal have no lessthan 90
minutesto presemhisher grievane, unles ashorte periad isagieed to by the employee ard both
parties shal have the oppatunity to presert and quesion withessesT he hearirg shall be opento the
public unlesthe employee requests a private hearing If the hearirg isopen, the paren or guadian of
any studcent unde the age of eighte@ yeaswho givestestmony may eledtohavethes t udent 6
testmony givenin closed sessiot the condusian of the hearingif the hearirg was closel, the Boad
of Directois may excug all parties excgpt boadd membes ard deliberate by themselveson the
hearing At the conclusim of an open hearingboad deliberatios shal also bein open sesson unles
the boad is deliberatirgy the employment, appaitment, promotion demotion, disciplining, or
resignation of the employee A decisia on the grievance shibe announce no later than the next
regula boad meeting.

Records
Recadsrelaed to grievancewil | befiled separtely ard will nat be kegt in, or mace patt of, the
personnkfile of any employee.

Reprisals

No reprisas of ary kind will be taken or toleratel agang any empoyee becaus he/sle hasfiled or
advancd a grievane unde this policy.

CrossReference 3.25 Certified PersonnkeGrievarces

Legd Reference ACA 8§6-17-208 210

Date Adopted: 06/11/01
Lag Revied: 06/18/07
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8.1F1 Levd Two Grievance Form

Name:
Date submitted to supe visor:

Personné Policy grievanceisbased upon:

Grievance (be specific):

What would resolveyour grievance?

Su p e r sRespanse:d
Date submitted to recipient:
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8.201 SEXUAL HARASSMENT

The Benton School District is committed to providing an academic and work envirotiaent
treats all students and employees with respect and dignity. Student achiexedthamticable
working relationshipgsre best attained in an atmosphere of equal educational and employment
opportunity that is free of discrimination. Sexual harassmenfasm of discrimination that
undermines the integrity of the educational and work environment and will not be tolerated.

The District believes the best policy to create an educational and work environment free from
sexual harassment is prevention; theref the District shall provide informational materials and
training to students, parents/legal guardians/other responsible adults, and employees on sexual
harassment. The informational materials and training on sexual harassment shall be age
appropriate ad, when necessary, provided in a language other than English or in an accessible
format. The informational materials and training shall include, but are not limited to: the nature of
sexual harassment; the Distri amtOobsexwal i tten gri e
harassment; that the district does not tolerate sexual harassment; that students and employees can
report inappropriate behavior of a sexual nature without fear of adverse consequences; the redress
that is available to the victim of sexudsrassment; and the potential discipline for perpetrating

sexual harassment.

ASexual harassmento means conduct that i s:
1. Of a sexual nature, including, but not limited to:
a. Sexual advances;
b. Requests for sexual favors;
C. Sexual violence; or
d. Other personallyféensive verbal, visual, or physical conduct of a sexual nature;
2. Unwelcome; and
3. denies or |imits a studentédés or employeeds
Di strictds educational programs awyorallofct i vi ti
the following methods:
a. Submission to the conduct is made, either explicitly or implicitly, a term or condition of an
i ndividual 6s education or employment ;
b. Submission to, or rejection of, such conduct by an individual is used as the lzasisiéonic
or employment decisions affecting that individual, and/or
C. Such conduct has the purpose or effect of ¢
academic or work performance or creates an intimidating, hostile, or offensive academic
environment.
The terms Aintimidating, 0o Ahostile, 0 and Aof f e

effect of humiliation or embarrassment and is sufficiently severe, persistent, or pervasive that it
' imits the student 6s atm,oebenefit foogn,eae educatibnallprogragn t o [
or activity oremployment environment

Within the educational or work environment, sexual harassment is prohibited between any of the

following: students; employees and students;-amployees and studen&asnployees; employees
and noremployees.
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Actionable sexual harassment is generally established when an individual is exposed to a pattern
of objectionable behaviors or when a single, serious act is committed. What is, or is not, sexual
harassment will depel upon all of the surrounding circumstances and may occur regardless of the
sex(es) of the individuals involved. Depending upon such circumstances, examples of sexual
harassment include, but are not limited to:

Making sexual propositions or pressuringdexual activities;

Unwelcome touching;

Writing graffiti of a sexual nature;

Displaying or distributing sexually explicit drawings, pictures, or written materials;

Performing sexual gestures or touching oneself sexually in front of others;

Telling sexual ocrude jokes;

Spreading rumors related to a personoés alleg
Discussions of sexual experiences;

Rating other students as to sexual activity or performance;

Circulating or showing-enails or Web sites of a sexual nature;

Intimidation bywords, actions, insults, or name calling; and

Teasing related to sexual characteristics or the belief or perception that an individual is not
conforming to expected gender roles or conduct or is homosexual, regardless of whether or not the
student seffdentifies as homosexual or transgender.

=4 =2 =48 -4_5_9_9_°5_°_2°_-2._-2-

Employees who believe they have been subjected to sexual harassment are encouraged to file a
complaint by contacting their immediate supervisor, an administrator, or the Title IX coordinator
who will provide assistamcon the complaint process. Under no circumstances shall an employee

be required to first report allegations of sexual harassment to a school contact person if that person
is the individual who is accused of the harassment.

Complaints will be treated in@nfidential manner to the extent possible. Limited disclosure may

be provided to: individuals who are responsi bl
extent necessary to complete a thorough investigation; the extent necessary to sulamita rep

the child maltreatment hotline; the Professional Licensure Standards Board for complaints alleging
sexual harassment by an employee towards a student; or the extent necessary to provide the
individual accused in the complaint due process duringtrestigation and disciplinary

processes. Individuals who file a complaint have the right to request that the individual accused of
sexual harassment not be informed of the name of the accuser; however, individuals should be

aware that makingsucharegst may substantially I imit the Di
complaint and may make it impossible for the District to discipline the accused.

Employees who file a complaint of sexual harassment shall not be subjected to retaliation or
reprisal inany form, including threats, intimidation, coercion, or discrimination. The District shall
take steps to prevent retaliation and shall take immediate action if any form of retaliation occurs
regardless of whether the retaliatory acts are by District@afficstudents, or third parties.

Following the completion of an investigation of a complaint, the District will inform the employee
who filed the complaint:

o] The final determination of the investigation;
o] Remedies the District will make available to theplayee; and
o] The sanctions, if any, imposed on the alleged harasser relevant to the employee.
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Following the completion of an investigation of a complaint, the District will inform the alleged
perpetrator, or the parents/legal guardian/other responsiltechthe alleged perpetrator if the
alleged perpetrator is under the age of eighteen (18):
A The final determination of the investigation; and

o0 The sanctions, if any, the District intends to impose on the alleged perpetrator.

It shall be a violation of thipolicy for any student or employee to be subjected to, or to subject
another person to, sexual harassment. Following an investigation, any employee who is found by
the evidence to more likely than not have engaged in sexual harassment will be subject to
disciplinary action up to, and including, termination.

Employees who knowingly fabricate allegations of sexual harassment shall be subject to
disciplinary action up to and including termination.

Individuals who withhold information, purposely provide ioaate facts, or otherwise hinder an
investigation of sexual harassment shall be subject to disciplinary action up to and including
termination.

Legal References: Title IX of the Education Amendments of 1972, 20 USC 1681, et seq.
34 CFR part 106
A.C.A. § 6151005(b)(1)

Date Adopted: 10/13/03
Last Revised: 05/14/2018
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8.215 CLASSIFIED PERSONNH. SUPERVISION OF STUDENTS

All District personnkare expectel to conscientioust execue ther respongilitiesto promot the heath,
sdfety, adwedfareof theD i s tsstutkrdsundle ther care. The Superitendenshal dired all
prindpalsto estabish regulatiors ensurirg adequad supervisio of studensthroughou the schod day
ard at extracurriculaactivities.

Date Adopted: 10/13/03
Lag Revisd:
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8.2 CLASSIFIED PERSONNH. COMPUTER USE POLICY

The Berton Schod District provides computes andor compute Interne acess for mary employess, to
assistemployeesin paforming work relaied tasks Employes are advised tha they erjoy no expectation
of privacy in ary aspetof ther compute use, including email, and that under Arkansas law, both email
and compuer use recorsl mairtained by the distria are subjet to disclosue unde the Freedon of
Information Act.

Passwordor securiy procedursareto be utilized as assignegdand corfidentiality of studemrecord
relating to personnasto be mantainel a all times. Emgdoyees mug nat disable or bypass securiy
proceduresdisclosgpaswordsto othe siaff membes or studentsor grart studers acessto any
campute nat desgnatel for studemuse It isthe policy of thisschod district to equip ead compute
with Interné filtering software desigriito prever uses from accessig materid tha ishamful to
minors The designatd District Technology Administrataor designe may authorizthe disablirg of
thefilter to enabk acces by an adut for aborafide resears or other lawful purpose.

Employess who misuse digrict-owned computes in any way, including excessie personbuse, using
computes for personbuse during work or instructionétime, using computesto violate any othe
policy, knowingdy or negligenty allowing unatthorized accessor using the computesto accesor
creae sexudly explicit or pornograple text or grgphics will face disciplinay acion, up to ard
including termination or non renewaof the employment contract.

Legd References 20 USC 6801 et seq (Childr  esini&rne Protectian Act; PL
106554) A.C.A §6-21-107
ACA.§6-21-111

Date Adopied: 3/12/01
Lag Revised: 5/10/04
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8 MXLASSI FI ED PERSONNEL | NTERNET USE AGR

Name (Please

Print)
School Date
The School District agrees to al

A

to use the districtdéds technol ogy to itbscess t he

1.Conditional Priviege The Empl oyeeds use of the district
conditioned on the Employeebs abiding by this
on all District computers, email systems, and aimgionetwork logins.

2.AcceptableUse The Empl oyee agrees that in using th
obey all federal and state laws and regulations. Internet access is provided as an aid to employees

to enable them to better perform thieio responsibilities. Under no circumstances shall an

Empl oyeebds use of the Districtds I nternet acce
his/her jobrelated duties.

3. Penalties for Improper Us# the Employee violates this agreemend anisuses the Internet,
the Employee shall be subject to disciplinary action up to and including termination.

4 AMi suse of the Districtdés access to the Inter

a. using the Internet for any activities deahiewd, obscene, vulgar, or pornographic as
defined by prevailing community standards;

b. using abusive or profane language in private messages on the system; or using the system

to harass, insult, or verbally attack others;

posting anonymous messages onsystem;

using encryption software other than when r

wasteful use of limited resources provided by the school including paper;

causing congestion of the network through lengthy downloads of files other than when

requredoy t he empl oyeebs job duties;

vandalizing data of another user;

obtaining or sending information that could be used to make destructive devices such as

guns, weapons, bombs, explosives, or fireworks;

I. gaining or attempting to gain unauthorized accesssturees or files;

jp identifying oneself with another personds n
password of another user without proper authorization from District administration;

k. using the network for financial or commercial gain without district jpesion;

l. theft or vandalism of data, equipment, or intellectual property;

~ 0 Qo

T @
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m.invading the privacy of individuals othe

n. using the Internet for any illegal activity, including computer hacking and copyright or
intellectual property law violations;

0. introducing a virus to, or otherwise improperly tampering with, the system,;

degrading or disrupting equipment or system performance,;

creating a web page or associating a web page with the school or school district without

proper authorization;

27T

r. attempting to gain access or gaining access to student records, grades, or files of students

not under their jurisdiction;

r t

s.providing access to the Districtbds I nternet

t. taking part in any activityalated to Internet use that creates a clear and present danger of
the substantial disruption of the orderly operation of the district or any of its schools;

u. making unauthorized copies of computer software;

v. personal use of computers during instructionaétior

w. installing software on district computers without prior approval of technology director or
his/her designeexcept for District technology personnel as part of their job duties

X. bypassing or attempting to bygharsyseanshe Di

5. Liability for debts Staff shall be liable for any and all costs (debts) incurred through their use of

str

the Districtds computers or the Internet incl U
6. No Expectation of PrivacyThe Employee signg below agrees that in using the Internet

through the Districtds access, he/ she waives 8
use. The Empl oyee agrees that the district may

Internet Access and mayso examine all system activities the Employee participates in, including
but not limited to email, voice, and video transmissions, to ensure proper use of the system.

7. Signature The Employee, who has signed below, has read this agreement and@abeees
bound by its terms and conditions.

Empl oyeeds Signature:

Note: This policy is similar to Policy 3.28F. If you change this policy, review 3.28F at the same
time to ensure applicabl®@wgsistency between the two.

Date Adopted: 04/10/2017

Last Revised:
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8.23 CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE*

The Family and Medical Leave Act (FMLA) offers job protection for leave that might otherwise

be considered excessive absences. Employess$ to carefully comply with this policy to ensure

they do not lose FMLA protection due to inaction or failure to provide the District with needed
information.The FMLA provides up to twelve (12) work weeks (or, in some cases tvgen{26)

weeks) of j-protected leave to eligible employees with absences that qualify under the

FMLA. While an employee can request FMLA leave and has a duty to inform the District, as

provided in this policy, of foreseeable absences that may qualify for FMLA leave,ét is th
Districtds ultimate responsibilit-sMLA&MLAdent i fy
leave is unpaid, except to the extent that paid leave applies to any given absence as governed by

the FMLA and this policy.

SECTION ONE T FMLA LEAVE GENERALLY

Definitions
AEl i gi bl e Employeedo is an employee who has:
1. Been employed by the District for at least twelve (12) months, which are not required to be
consecutive; and
2. Performed at least 1250 hours of service during the twelve (12) month period immediately

preceding the commencement of the leave.

AFMLAO is the Family and Medi cal Leave Act

fnHeal th Care Providero means:

a. A doctor of medicine or osteopathy who is authorized to practice medicine or surgery (as
appropriate) by the State in which the doctor prastic
b. Podiatrists, dentists, clinical psychologists, optometrists, and chiropractors (limited to

treatment consisting of manual manipulation of the spine to correct a subluxation as
demonstrated by X¢ay to exist) authorized to practice in the State andparhg within
the scope of their practice as defined under State law;

C. Nurse practitioners, nursaidwives, clinical social workers and physician assistants who
are authorized to practice under State law and who are performing within the scope of their
pradice as defined under State law;

d. Christian Science Practitioners listed with the First Church of Christ, Scientist in Boston,
Massachusetts. Where an employee or family member is receiving treatment from a
Christian Science practitioner, an employee mayobgect to any requirement from an
employer that the employee or family member submit to examination (though not
treatment) to obtain a second or third certification from a health care provider other than a
Christian Science practitioner except as othseevarovided under applicable State or local
law or collective bargaining agreement; or
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e. Any other person determined by the U.S. Secretary of Labor to be capable of providing
health care services.
Al nstructional Empl oyeeo iimistoieach angihstructestedentsh o s e

in a class, a small group, or an individual setting and includes athletic coaches, driving instructors,
preschool teachers, and special education assistants such as signers for the hearing impaired. The
term does noticlude, and the special rules related to the taking of leave near the end of a semester
do not apply te teacher assistants or aides who do not have as their principal job actual teaching

or instructing, administrators, counselors, librarians, psychd#p@ad curriculum specialists.

Al ntermittent | eavedo is FMLA | eave taken in se
reason. A reduced |l eave schedule is a | eave sc
working hours per workweek, dours per workday. A reduced leave schedule is a change in the

empl oyeebs schedul e for atmpw@partond. of ti me, norn

ot

Next of Kino, used in respect to an individus

A P a r igthetbidlogical parent of an employee or an individual who stood in loco parentis to an
empl oyee when the employee was a son or a dauc
l aw. 0

ASerious Health Conditi ono iieloramental conditionthat i | | n e
involves inpatient care in a hospital, hospice, or residential medical facility or continuing treatment
by a health care provider.

ASon or daughtero, for numbers 1, 2, or 3 beloc
stepchild, a legal ward, or a child of a person standing in loco parentis, who is either under age

eighteen (18), or age ei ghtcarebrecagstc @amemtalorol der a3
physical disabilityo at thee time that FMLA | es

AYear o the twelve (12) month period -gehr. el i gi bi
Policy

The provisions of this policy are intended to be in line with the provisions of the FMLA. If any
conflict(s) exist, the Family and Medical LeavetAf 1993, as amended, shall govern.

Leave Eligibility

The District will grant up to twelve (12) weeks of leave in a year in accordance with the FMLA, as
amended, to its eligible employees for one or more of the following reasons:

1. Because of the birth ofson or daughter of the employee and in order to care for such son
or daughter;

2. Because of the placement of a son or daughter with the employee for adoption or foster
care;

3. To care for the spouse, son, daughter, or parent, of the employee, if such spouse,

daughter, or parent has a serious health condition;
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4, Because of a serious health condition that makes the employee unable to perform the
functions of the position of such employesnd

5. Because of any qualifying exigency arising out of the factttieaspouse, son, daughter, or
parent of the employee is on covered active duty (or has been notified of an impending call
or order to covered active duty) in the Armed Forces. (See Section Two)

6. To care for a spouse, child, parent or next of kin who israred servicemember with a
serious illness or injury{See Section Two)

The entitlement to leave for reasons 1 and 2 listed above shall expire at the end of the twelve (12)
month period beginning on the date of such birth or placement.

A legally marriedcouple who are both eligible employees employed by the District may not take
more than a combined total of twelve (12) weeks of FMLA leave for reasons 1, 2, or to care for a
parent under number 3.

Provisions Applicable to both Sections One and Two
District Notice to Employees

The District shall post, in conspicuous places in each school within the District where notices to
empl oyees and applicants for employment are cu
provisions and providing information alidhe procedure for filing complaints with the

Department of Labor.

Designation Notice to Employee

When an employee requests FMLA | eave or the Di
may be covered under the FMLA, the District shall provide writi@iice within five (5) business

days (absent extenuating circumstances) to the
eligibility for FMLA leave. If the employee is eligible, the District may request additional

information from the employeead/or certification from a health care provider to help make the
applicabilitydetermination. After receiving sufficient information as requested, the District shall

provide a written notice within five (5) business days (absent extenuating circumstaribes)

employee of whether the leave qualifies as FMLA leave and will be so designated.

I f the circumstances for the | eave dondt chang
once of the determination regarding the designation of FMLA leatn any applicable twelve
(22) month period.

Employees who receive notification that the leave request does not qualify under the FMLA are
expected to return to work; further absences that are not otherwise excused could lead to discipline
for excessivabsences, or termination for job abandonment.
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Concurrent Leave Under the FMLA

All FMLA leave is unpaid unless substituted by applicable accrued leave. The District requires
employees to substitute any applicable accrued leave (in the order of sickaghers vacation
leave as may be applicable) for any period of FMLA leave.

An employee who does not have enough accrued leave to cover the number of days of FMLA
leave taken shall not have his/her number of contract days altered because some of the FMLA
leave taken was unpaid.

Working at another Job while Taking FMLA for Personal or Family Serious Medical
Condition

No employee on FMLA leave for their own serious medical condition may perform work at
another, nofdistrict job while on FMLA leave Except agrovided in policy 8.36employees

who do perform work at another, ndrstrict job while on FMLA leave for their own serious
medical condition will be subject to discipline, which could include termination or nonrenewal of
their contract of employment.

No employee on FMLA leave for the serious medical condition of a family member may perform
work at another, nedistrict job while on FMLA leave. Employees who do perform work at
another, nosdistrict job while on FMLA leave for the serious medical cowditdf a family

member will be subject to discipline, which could include termination or nonrenewal of their
contract of employment.

Health Insurance Coverage

The District shall maintain coverage under any group health plan for the duration of FMLA leave

the employee takes at the level and under the conditions coverage would have been provided if the
employee had continued in active employment with the District. Additionally, if the District makes

a change to its health insurance benefits or plans that @ppllger employees, the employee on

FMLA leave must be afforded the opportunity to access additional benefits and/or the same
responsibility for changes to premiums. Any changes made to a group health plan that apply to

other District employees, must alapply to the employee on FMLA leave. The District will notify

the employee on FMLA leave of any opportunities to change plans or benefits. The employee
remains responsible for any portion of premium payments customarily paid by the employee.
Whenonunpai FMLA | eave, it is the employeeds respc
cost of the group health plan coverage to the
made by payroll deduction.

The District has thaeanpagbti heupawcanpemmi amse e
unpaid FMLA | eave to maintain the employeeds
recover the employee's share of any premium payments missed by the employee for any FMLA
leave period that the Digtt maintains health coverage for the employee by paying his/her share.
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Such recovery shal/l be made by offsetting the
other means against any monies owed the employee by the District.

An employee who cha@es to not continue group health plan coverage while on FMLA leave is
entitled to be reinstated on the same terms as prior to taking the leave, including family or
dependent coverages, without any qualifying period, physical examination, exclusion of pre
existing conditions, etc.

If an employee gives unequivocal notice of an intent not to return to work, or if the employment
relationship would have terminated if the empl
obligation to maintain health benefitsases.

If the employee fails to return from leave after the period of leave the employee was entitled has
expired, the District may recover the premiums it paid to maintain health care coverage unless:

1. The employee fails to return to work due to the cuardtion, reoccurrence, or onset of a
serious health condition that entitles the employee to leave under reasons 3 or 4 listed
above; and/or

2. Ot her circumstances exi st beyond the empl oy
Circumstances under i aoyallicgessédepdactiairy bealth caseh a | | be
provider verifying the employeeds inability tc

Reporting Requirements During Leave

Unl ess circumstances exi st beyond the empl oyee
every two (2) weeks durg FMLA leave of his/her current status and intent to return to work.

Return to Previous Position

An employee returning from FMLA leave is entitled to be returned to the same position the
employee held when leave commenced, or to an equivalent positlorquivalent benefits, pay,

and other terms and conditions of employment. An equivalent position must involve the same or
substantially similar duties and responsibilities, which must entail substantially equivalent skill,
effort, and authority.

Theempp yeebs right to return to work and/ or to t
supersede any actions taken by the District, such as conducting a RIF that the employee would

have been subject to had the employee not been on FMLA leave at the time of Di st r i ct 6 s
actions.
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Provisions Applicable to Section One
Employee Notice to District
Foreseeable Leave

When the need for leave is foreseeable for reasons 1 through 4 listed above, the employee shall
provide the District with at least thirty (30) dapstice, before the date the leave is to begin, of the
employee's intention to take leave for the specified reason. An eligible employee who has no
reasonable excuse for his/her failure to provide the District with timely advance notice of the need
for FMLA leave may have his/her FMLA coverage of such leave delayed until thirty (30) days
after the date the employee provides notice.

If there is a lack of knowledge of approximately when the leave will be required to begin, a change
in circumstances, or an @ngency, notice must be given as soon as practicable. As soon as
practicable means as soon as both possible and practical, taking into account all of the facts and
circumstances in the individual case.

When the need for leave is for reasons 3 or 4 lidtede the eligible employee shall make a
reasonable effort to schedule the treatment so as not to disrupt unduly the operations of the District
subject to the approval of the health care provider of the spouse, son, daughter, or parent of the
employee.

If the need for FMLA leave is foreseeable less than thirty (30) days in advance, the employee shall
notify the District as soon as practicable. If the employee fails to notify as soon as practicable, the
District may delay granting FMLA leave for the numbédays equal to the difference between

the number of days in advance that the employee should have provided notice and when the
employee actually gave notice.

Unforeseeable Leave

When the approximate timing of the need for leave is not foreseeable ployeenshall provide
the District notice of the need for leave as soon as practicable given the facts and circumstances of
the particular case.

Ordinarily, the employee shall notify the District within two (2) working days of learning of the
need for leag, except in extraordinary circumstances where such notice is not feasible. Notice
may be provided in person, by telephone, fax, email, or other electronic means. If the eligible
employee fails to notify the District as required, unless the failure tolgasmjoistified by unusual
circumstances, the FMLA leave may be delayed or denied.

Medical Certification

Second and Third Opinions: In any case where the District has reason to doubt the validity of the
initial certification provided, the District may reige, at its expense, the employee to obtain the
opinion of a second health care provider designated or approved by the employer. If the second
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opinion differs from the first, the District may require, at its expense, the employee to obtain a
third opinionfrom a health care provider agreed upon by both the District and the employee. The
opinion of the third health care provider shall be considered final and be binding upon both the
District and the employee.

Recertification: The District may request, eitloeally or in writing, the employee obtain a
recertification in connection with the empl oye
often than every thirty (30) days unless one or more of the following circumstances apply:

1 The original certificatia is for a period greater than thirty (30) days. In this situation, the
District may require a recertification after the time of the original certification expires, but
in any case, the District may require a recertification every six (6) months.

The emplgee requests an extension of leave;

Circumstances described by the previous certification have changed significantly; and/or
The district receives information that casts doubt upon the continuing validity of the
certification.

= =4 =

The employee must provideeh r ecer ti fi cation within fifteen (
request.

No second or third opinion on a recertification may be required.

The District may deny FMLA leave if an eligible employee fails to provide a requested
certification.

Subsitution of Paid Leave

When an employeeds | eave has been designated ¢
or 4 above, the District requires employees to substitute accrued sick, vacation, or personal leave
for the period of FMLA leave.

To theextent the employee has accrued paid vacation or personal leave, any leave taken that
gualifies for FMLA leave for reasons 1 or 2 above shall be paid leave and charged against the
empl oyeebs accrued | eave.

Workers Compensation: FMLA leave may run conaurtel vy wi t h a wor kersé co
absence when the injury is one that meets the criteria for a serious health condition. To the extent

that workers compensation benefits and FMLA leave run concurrently, the employee will be

charged for any paid leave aceduby the employeat the rate necessary to bring the total amount

of combined income up to 100% of usual contracted daily rate olfgaig health care provider

treating the employee for the workers compensation injury certifies the employee israhleno

to a Alight duty job, 0 but is wunable to returr
empl oyee may decline the Districtbés offer of a
hi s/ her workersd compensabnoonfpaypmeemp] olyee 66cC
employee will be paid for the leave to the extent that the employee has accrued applicable leave.
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Return to Work

I f the Districtdos written designation deter min
FMLA | eave under reason 4 above stated-fda-hat t he
dutyo certification from a health care provi de
must provide such certification prior to returning to work. Theempglayes f ai | ure t o do
the Districtds obligation to reinstate the emg
terminated.

I f the Districtds written designation deter min
FMLA leave underreasch above stated that the empforoyee wo
dutyo certification from a healtadthare provi de

designation determination |isted the empl oyeedc
providecertification that the employee is able to perform those functions prior to returning to
work. The employeeb6s failure to do so or his/F

functions voids the DistrictadtherMhAandtlzet i on t o r
employee shall be terminated.

Failure to Return to Work =

In the event that an employee is unable or fails to return to work within FMLA's leave timelines,

the superintendent will make a determination at that time regarding the documesdefor a
severance of the employeeds contract due to th
responsibilities and requirements of his/her contract.

Intermittent or Reduced Schedule Leave

To the extent practicable, employees requesting intermateeduced schedule leave shall
provide the District with not less than thirty (30) days' notice, before the date the leave is to begin,
of the employee's intention to take leave.

Eligible employees may only take intermittent or reduced schedule leaneagams 1 and 2 listed

above if the District agrees to permit such leave upon the request of the employee. If the District
agrees to permit an employee to take intermittent or reduced schedule leave for such reasons, the
agreement shall be consistentwith i s pol i cyds requirements gover
schedule leave. The employee may be transferred temporarily during the period of scheduled
intermittent or reduced leave to an alternative position that the employee is qualified for and that

beter accommodates recurring periods of leave than does the employee's regular position. The
alternative position shall have equivalent pay and benefits but does not have to have equivalent
duties.

Eligible employees may take intermittent or reduced scledeMILA leave due to reasons 3 or 4

listed above when the medical need is best accommodated by such a schedule. The eligible
employee shall make a reasonable effort to schedule the treatment so as not to disrupt unduly the
operations of the employer, sulljéc the approval of the health care provider.
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When granting leave on an intermittent or reduced schedule for reasons 3 or 4 above that is
foreseeable based on planned medical treatment, the District may temporarily transfer eligible
employees for the ped of scheduled intermittent or reduced leave to an alternative position that
the employee is qualified for and that better accommodates recurring periods of leave than does
the employee's regular position. The alternative position shall have equiveyearighbenefits but

does not have to have equivalent duties. When the employee is able to returtirtefulbrk, the
employee shall be placed in the same or equivalent job as he/she had when the leave began. The
employee will not be required to take readfMLA leave than necessary to address the
circumstances requiring the need for the leave.

Special Provisions relating to Instructional Employees as Defined in This Policy

The FMLA definition of “instructional employees" covers a small number of cladgfigloyees.

Any classified employee covered under the FMLA definition of an "instructional employee" and
whose FMLA | eave falls under the FMLAOGOS speci g
employees" shall be governed by the applicable portiopslafy 3.3 LICENSED

PERSONNEL FAMILY MEDICAL LEAVE.

SECTION TWO - FMLA LEAVE CONNECTED TO MILITARY SERVICE
Leave Eligibility

The FMLA provision of military associated leave is in two categories. Each one has some of its
own definitions and stipulation¥herefore, they are dealt with separately in this Section of the
policy. Definitions different than those in Section One are included under the respective reason for
leave. Definitions that are the same as in Section One are NOT repeated in this Section.

Qualifying Exigency

An eligible employee may take FMLA leaf@r any qualifying exigency arising out of the fact

that the spouse, son, daughter, or parent of the employee is on covered active duty (or has been
notified of an impending call or order to cogdractive duty) in the Armed Forc&xamples

include issues involved with shawbtice deployment, military events and related activities,

childcare and school activities, the need for financial and legal arrangements, counseling, rest and
recuperationpostdeployment activities, and other activities as defined by federal regulations.

Definitions
ACovered active dutyodo means:

1 in the case of a member ofegular component of the Armed Forces, duty during deployment
of the member with the armed forcesttoreign country; and

1 inthe case of a member ofeservecomponent of the Armed Forces, duty during
deployment of the member with the armed forces to a foreign country under a call to order to
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active duty under a provision of law referred to inieeci01(a)(13)(B) of title 10, United
States Code.

iSon or daughter on active duty or <call to act

adopted, or foster child, stepchild, legal ward, or a child for whom the employee stood in loco
parentis, vino is on active duty or call to active duty status, and who is of any age.

Certification

The District may require the eligible employee to obtain certification to help the district determine
if the requested leave qualifies for FMLA leave for the purposasqualifying exigency. The
District may deny FMLA leave if an eligible employee fails to provide the requested certification.

Employee Notice to District
Foreseeable Leave

When the necessity for leave famy qualifying exigencys foreseeable, wheth because the

spouse, son, daughter, or parent of the employee is on covered active duty, or because of
notification of an impending call or order to covered active duty, the employee shall provide such
notice to the District as is reasonable and prdaléceegardless of how far in advance the leave is
foreseeable. As soon as practicable means as soon as both possible and practical, taking into
account all of the facts and circumstances in the individual case.

Unforeseeable Leave

When the approximate timg of the need for leave is not foreseeable, an employee shall provide

the District notice of the need for leave as soon as practicable given the facts and circumstances of
the particular case. Ordinarily, the employee shall notify the District withi(2)wworking days

of learning of the need for leave, except in extraordinary circumstances where such notice is not
feasible. Notice may be provided in person, by telephone, fax, email, or other electronic means. If
the eligible employee fails to notify th@strict as required unless the failure to comply is justified

by unusual circumstances, the FMLA leave may be delayed or denied.

Substitution of Paid Leave

When an empl oyeeds | eave hasanylgualdymgedigeacptten at e d
District requires employees to substitute accrued vacation, or personal leave for the period of
FMLA leave.
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Intermittent or Reduced Schedule Leave

Eligible employees may take intermittent or reduced schedule leasay@ualifying exigency.
The employee shigorovide the district with as much notice as is practicable.

Special Provisions relating to Instructional Employees as Defined in This Policy

The FMLA definition of “instructional employees" covers a small number of classified employees.

Any classifiedemployee covered under the FMLA definition of an "instructional employee" and
who's FMLA | eave falls under the FMLAOGS speci g
employees" shall be governed by the applicable portions of policg 3.B2ENSED

PERSOMEL FAMILY MEDICAL LEAVE.

Serious lliness

An eligible employee is eligible for leave to care for a spouse, child, parent or next of kin who is a
covered service member with a serious illness or injury under the following conditions and
definitions.

Definitions:
fCovered Service Member o i s:

1. a member of the Armed Forces, including a member of the National Guard or Reserves, who is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is
otherwise on the temporary disl#tly retired list, for a serious injury or illness; or

2. aveteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or
illness and who was a member of the Armed Forces (including a member of the National
Guard or Reserves)} any time during the period of five (5) years preceding the date on which
the veteran undergoes that medical treatment, recuperation, or therapy.

AOut patient Statuso, used in respect to a CcoOVE
the Armal Forces assigned to:

a. A military medical treatment facility as an outpatient; or
b. A unit established for the purpose of providing command and control of members of the
Armed Forces receiving medical care as outpatients.

AParent of a cover @ad coerviede memlverc® member 6s b
foster father or mother, or any other individual who stood in loco parentis to the covered
servicemember. This term does not include pare
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ASerious I njury or I1Illnesso:

A. In the case od member of the Armed Forces, including the National Guard or Reserves, it
means an injury or illness incurred by the member in the line of duty on active duty in the

Armed Forces (or existed before the beginni

aggraated by service in line of duty on active duty in the Armed Forces) and that may

render the member medically wunfit to perfor

rank, or rating; and

B. In the case of a veteran who was a member of the Armed Forceslimgch member of
the National Guard of Reserves, at any time during a period as a covered service member
defined in this policy, it means a qualifying (as defined by the U.S. Secretary of Labor)
injury or illness that was incurred by the member in the dihduty on active duty in the

Armed Forces (or existed before the beginni

aggravated by service in the line of duty on active duty in the Armed Forces) and that
manifested itself before or after the member becaneteaan.

ASon or daughter of a covered servicemembero
adopted, or foster child, stepchild, legal ward, or a child for whom the covered servicemember
stood in loco parentis, and who is of any age.

AYear 0,etofcare for the senous injury or illness of a covered service member, the twelve
(12) month period begins on the first day the eligible employee takes FMLA leave to care for a
covered servicemember and ends twelve (12) months after that date.

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service
member shall be entitled to a total of twesty (26) weeks of leave during one twelve (12)

month period to care for the service member who has a serious injlingss as defined in this

policy. An eligible employee who cares for such a covered service member continues to be limited
for reasons 1 through 4 in Section One fordhny qualifying exigencyo a total of twelve (12)

weeks of leave during a year asidefl in this policy. For example, an eligible employee who

cares for such a covered service member for sixteen (16) weeks during a twelve (12) month period
could only take a total of ten (10) weeks for reasons 1 through 4 in Section Oioe amy

qualifying exigency An eligible employee may not take more than twelve (12) weeks of FMLA
leave for reasons 1 through 4 in Section Onefandny qualifying exigencyegardless of how

little leave the eligible employee may take to care for a spouse, childf pamext of kin who is

a covered servicemember with a serious illness or injury.

If a legally married couple are both eligible employees employed by the District, the legally
married couple are entitled to a combined total of twsnty26) weeks of lege during one

twelve (12) month period to care for their spouse, son, daughter, parent, or next of kin who is a
covered service member with a serious injury or illness, as defined in this policy. The leave taken
by a legally married couple who care for Buccovered service member continues to be limited to

a total of twelve (12) weeks of FMLA leave for reasons 1 through 4 in Section One and for any
gualifying exigency during a year, as defined in this policy, regardless of whether or not the

legally marred couple uses less than a combined total of fourteen (14) weeks to care for a covered
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service member with a serious injury or illnes
weeks are combined when taken for reasons 1, 2, or to care fonayater reason 3 in Section
One.

For example, a legally married couple who are both eligible employees and who care for such a
covered service member for sixteen (16) weeks during a twelve (12) month period could:

1. Each take up to ten (10) weeks for readon section 1 or a qualifying exigency;

2. Take a combined total of ten (10) weeks for reasons 1, 2, or to care for a parent under
reason 3 in Section One; or

3. Take a combination of numbers 1 and 2 that totals ten (10) weeks of leave.

Medical Certification

The District may require the eligible employee to obtain certification of the covered service
member 6s serious health condition to help the
FMLA leave. The District may deny FMLA leave if an eligitdmployee fails to provide the

requested certification.

Employee Notice to District
Foreseeable Leave

When the need for leave to care for a spouse, child, parent or next of kin who is a covered
servicemember with a serious illness or injury is clearlgdeeable at least thirty (30) days in
advance, the employee shall provide the District with no less than thirty (30) days' notice before
the date the employee intends for the leave to begin for the specified reason. An eligible employee
who has no reasonigbexcuse for his/her failure to provide the District with timely advance notice

of the need for FMLA leave may have his/her FMLA coverage of such leave delayed until thirty
(30) days after the date the employee provides notice.

If the need for FMLA leavés foreseeable less than thirty (30) days in advance, the employee shall
notify the District as soon as practicable. If the employee fails to notify as soon as practicable, the
District may delay granting FMLA leave for an amount of time equal to theelite between the
length of time that the employee should have provided notice and when the employee actually
gave notice.

When the need for leave is to care for a spouse, child, parent or next of kin who is a covered
servicemember with a serious illnessnjury, the employee shall make a reasonable effort to

schedule the treatment so as not to disrupt unduly the operations of the district subject to the
approval of the health care provider of the spouse, son, daughter, or parent of the employee.
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Unforeseeable Leave

When the approximate timing of the need for leave is not foreseeable, an employee shall provide
the District notice of the need for leave as soon as practicable given the facts and circumstances of
the particular case. Ordinarily, the emyde shall notify the District within two (2) working days

of learning of the need for leave, except in extraordinary circumstances where such notice is not
feasible. Notice may be provided in person, by telephone, fax, email, or other electronic means. If
the eligible employee fails to notify the District as required, unless the failure to comply is

justified by unusual circumstances, the FMLA leave may be delayed or denied.

Substitution of Paid Leave

When an employeeds | eave Vet sarebfoeaspouse,elsld, gareatt e d 2
or next of kin who is a covered servicemember with a serious illness or injury, the District requires
employees to substitute accrued sick, vacation, or personal leave for the period of FMLA leave.

Intermittent or Red uced Schedule Leave

To the extent practicable, employees requesting intermittent or reduced schedule leave to care for
a spouse, child, parent or next of kin who is a covered servicemember with a serious illness or
injury shall provide the District with &ast thirty (30) days' notice, before the date the leave is to
begin, of the employee's intention to take leave.

Eligible employees may take intermittent or reduced schedule FMLA leave to care for a spouse,
child, parent or next of kin who is a cover@&hscemember with a serious illness or injury when

the medical need is best accommodated by such a schedule. The eligible employee shall make a
reasonable effort to schedule the treatment so as not to disrupt unduly the operations of the
employer, subjedb the approval of the health care provider.

When granting leave on an intermittent or reduced schedule to care for a spouse, child, parent or
next of kin who is a covered servicemember with a serious illness or injury that is foreseeable
based on plannadedical treatment, the District may temporarily transfer eligible employees for

the period of scheduled intermittent or reduced leave to an alternative position that the employee is
gualified for and that better accommodates recurring periods of leavedka the employee's

regular position. The alternative position shall have equivalent pay and benefits but does not have
to have equivalent duties. When the employee is able to return-tomfalivork, the employee

shall be placed in the same or equinéieb as he/she had when the leave began.

Special Provisions relating to Instructional Employees (as defined in this policy)

The FMLA definition of "instructional employees” covers a small number of classified employees.

Any classified employee coveredder the FMLA definition of an "instructional employee” and

whose FMLA | eave falls under the FMLAOGS speci g
employees" shall be governed by the applicable portions of policg 3.82ENSED

PERSONNEL FAMILY MEDICAL LEAVE.
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Lega Reference 29 USC88 260Ht seq.
29 (FR 825.10Ckt seq.

Cross R&erence 3.320 CERTIFIED PERSONNEL FAMILY MEDICAL
LEAVE 8050 CLASSFIED EMPLOYEESSICK LEAVE

8.1 CLASSIFIED PERSONNEL OUTSIDEMPLOYMENT

8.360 CLASSIFIED PERSONNEL WORKPLACHENJURIES AND
WORKERSG COMPENSATI ON

Date Adopted: 06/12/2006

Last Revised: 04/18/2016

* All school districts are covered under the Family and Medical Leave Act and are required to
keep certain payroll and employee identification records and posigquertiotices regarding

FMLA for its employees. Employees, however, are only eligible for FMLA benefits if the district

has fifty (50) or more employees withinasevehty ve ( 75) mil e radius of
Your district may choose to offer FMLBenefits to your employees even though they are not
technically eligible. If your district has less than fifty (50) employees and chooses not to offer
FMLA benefits, the following policy serves to inform your employees of why FMLA benefits do

not apply taahem and could help to avoid possible confusion resulting from the posting of FMLA
notices.
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8.240 SCHOOL BUSDRIVERGO 89SEOF MOBILE
COMMUNICATION DEVICES

fiSchoolBu s 0 mot@izedvehicle that mets the following requirements:

1. Isprivately owned and operated for compersation, orwhich is owred,
leased or othewise operatedby, or for the kenefit of the District; and

2. Isoperaed for the transpatation of sudents from home to schooal, from school to horme,
or to and from school events.

Any driver of aschod busshall not ograte the shool bus while using device to browsethe
internet, makeor receve phonecdls orcomposeor read emails or &xt messaes. If the €hool
busis safely off the road with the parking brake engaged, exceptionsare allowed to cdl for
asgstarce dueto a mehanical problem withthe bus, or tocommunicate with any of the
following during:

An emergency system esponse ogrator or 911 public saety communications
dispather;

A hospitl or emergency room;

A physidan's office or hedlth clinic;

An ambuance or fire department rescue sevice

A fire department, fire protection district, orvoluntee fire department; or

A police department.

In addition to setutorily permitted fines, violations of this placy shall be
grounds for disciplingy adion up toand includingtermination.

Legal References: A.C.A. 8§ 6119-120

Date Adopted: 10/132003
Lest Revised: 0512/14
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8.25 CLASSFIED PERSONNEL CELL PHONE USE

Use of cell phones or other eteonic communietion devices by mployeesduring their
designated work e is strictly forbidden unless specifically approved in advance by the
superintendent, building principal, or their designees.

Date Adopted: 10/13/03
Lag Revisd: 05/1407
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8.260 CLASSIFIED PERSONNEL RESPONSIBILITIES GOVERNING
BULLYING

School employees who havewitnessed, or arerdliably informed that, astudent has been avictim of bullying
as defined in this palicy, including asingle action whichif alowed to continue would congtitute bull ying,
sl repart theincident(s) to the principd, or designeerhe principa, or desgnee,shdl be respasible for
investigating the incident(s) to determine if disciplinary adion iswarranted.

The persa or persons reporting behavior they consder to be bullying shell not be subjed to
retdli ation or reprisd in any form.

Didrict gaff arerequired to hel p enforce implementation of the districté anti-bull ying policy and shll
reave thetraining neassary to comply with this policy. Thedigtrict® definition of bullying isincluded
below. Students who bully another person areto be hedd acountable for their actionswhether they ocour
on schod equipment or propetty; off school property a aschoolspansaed or school-gpproved function,
adivity, or event; or going to or from schod or aschool adivity. Students are encouraged to report
behavior they consider to be bullying, including asingleadion whichif alowed to continue would
consitute bullying, to their teader or the building principa. Therepart may be made anonymousy.

A school principal, or designee, who receives a credible report or complaint of bullying shall
promptly investigate the complaint or report and make a recdraofivestigation and any action
taken as a result of the investigation.

District employees are held to a high standard of professionalism, especially when it comes to
employeestudent interactions. Actions by a District employee towards a student thlat wo
constitute bullying if the act had been performed by a student shall result in disciplinary action, up
to and including terminatio:his policy governs bullying directed towards students and is not
applicable to adult on adult interactions. Thereftis, policy does not apply to interactions

between employees. Employees may report workplace conflicts to their supervisor. In addition to
any disciplinary actions, the District shall take appropriate steps to remedy the effects resulting
from bullying.

Definitions:

i Aribute oneansan actud or percaved persord charaderistc includng without li mitation race color,
religion, ancestry, nationd origin, sacioe@nomic status, acalemic stetus, disability, gender, gender
identity, physicd appearance, hedth condition, or sexua orientation;

A Bllying dneanstheintentiond harassment, intimidation, humiliation, ridicule, defamation, or threat or
incitement of violence by a student againgt another student or public school employee by awritten, verbd,
eledronic, or physicd act that may address an attribute of the other sudent, publi c school employee or
person with whom the other student or public school employee isassociated and that causes or crestes
actud or reasorebly foreseedle:

A Physicd harmto apublic schod employee or student or damageto the public schod
employegs or student's property;
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or

A Substantid interferance with astudent's education or with a publi c school employegsrolein
educdion;

A A hogtileeducaiona environment for one (1) or more studentsor publi c schod employees due
to the severity, persistence, or pervasiveness of thead; or

A Subsiantid disruption of the orderly operdion of theschod or educationa environment;

A Edronicact tmeanswithout limitation acommunicaion or imagetransmitted by meansof an
eledronic device including without limitation ate ephore, wirdessphoreor other wirdess
communicéaions device computer, or pager thet resultsin the subgtantial disruption of the orderly
operdion of theschod or educatiord environment.

Eledronic ads of bull ying are prohibited whether or not the eedronic ad originated on schod propetty or
with school equipment, if theeectronic ad is direded spedficdly at studentsor school persannd and
malicioudy intended for the purpose of disrupting school, and has ahigh likdihood of succegling in that

puUrpose;

A lerassnent ieansapattern of unwelcome verba or physicd conduct relating to anather persoris
cordtitutionally or statutorily protected Satusthat causes, or reasonably shoutl be expeded to cause,
stbsiantid interfelence with the other's performance in the school environment; and

A Gostantid disruption dneanswithout limitation that any one or more of thefollowing occur asaresult
of the bulying:

A Necessxy cessation of ingruction or educdiona activities,

A Inability of studentsor educaiond staff to focuson leaming or function as an educaiord unit
because of ahogtile environment;

A Severe or repetitivedisciplinary measuresare needed in the clasgoom or during educaiona
activities,

A Exhibition of other behaviorsby studentsor educationd staff that substantialy interferewith
the leaning environment.

Examples of "Bullying" may include but are not limited to a paitem of behavior involving one or more of
the following:

1. Sarcatic"compliments' about another studentés persand appearance,

2. Pointed questions intended to embarrassor humiliate,

3. Mocking, taunting or belittling,

4. Nonrverbd threats and/or intimidation such asfi bntingd or i leestingd a person,
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8.

0.

Demeaning humor relating to a sudentGs persord charadelistics,

Bladkmail, extortion, demands for protection money or other involuntary doretions or loans,
Blocking accesto school property or fadlities,

Déliberate physicd contact or injury to person or property,

Steding or hiding books or belongings, and/or

10. Threds of ham to student(s), possessions or others.

11. Sexud harassment, as governed by policy 8.2Q isdso aform of bullying,

12. Teasing or name-cdling related to sexual characteristicst@bdief or perception that an individua

isnot conforming to expeded gender rolesor conduct or ishomosexud, regardless of whether the

student sdlf- identifies ashomosexud or transgendefExamples it S | AiYduaresogay.0 i Foa ,

iQue er 0)

This policy governs bullying directed towards students and is not applicable to adult on adult
interactions. Therefore, this policy does not agplynteractions between employees. Employees
may report workplace conflicts to their supervisor.

CrossReferance 3.38 Certified Persannd Responsbilities Goveming Bullying

Legd Reference A.CA.§86-18514

Date Adopted: 05102004
Last Revised: 05142018
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8.2 CLASSIFIED PERSONNH. LEAVE S INJURY FROM ASSAULT

Any staff membe who, whilein the cours of ther employment isinjured by an assult or othe violent
act; whileintervenirg in astudenfight, while restrainiig a studet; or while protecing a student from
ham, shall ke grantel aleave of absenefor up to one (1) yea from the datk of theinjury, with full pay.
A leave of absene granted unde this policy shal nat be chaged to the staff memb essidkleave.

In order to obtan leave unde this policy, the staff member mug presebhdocumerdtion of theinjury
from a physicianwith an esimate for time of recovely sufficient to enabkthe steff membe to retumto

work, and written statemergtfrom witnesses (or othe documentatio as appropriag to agiven inciden)
to prowetha the incidehoccurrel in the cour of the steff memb esemployment.

Legd Reference A.C.A §6-17-1308

Date Adopted: 5/10/04
Lag Revisd:
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8.280 DRUG FREE WORKPLACE - CLASSFIED PERSONNEL

Theconduct of disrict staff plays a vitalrolein the socal and tehavioral development of our
studentslt is equally important thet the saff have a safe, hedthful, andprofessiona
environment in wheh to wak. To help promoteboth inteests, thedistrict shall lave adrugfree
workplace It is, theefore, the distret Gdalicy that districtemployees are prohibitedfromthe
unlawful manufacture, distribution, digpensaton, possession, or usé controlled substnces,
illegal drugs, inhalants,alcohol, as well as inagpropriate orill egal useof prescription drugs.
Such actionsare prohibited both whilest work or inthe performance of official duties whileoff
district property; violations of this paty will sujed the employeeto disipline, up to and
including temination.

To help promotea drug free workplace, the distrct shallestablish a dug-free awareness
program to infarm employees aboutthe dangers of drug abuse in theworkplace, the dstrict's
policy of maintaininga drug-free workplace, any avail able drugcounsling, rehabilit ation, and
employee assistane abuse programs, andthe penalties thet may be imposeduponemployees for
drug abuse violations. (Insert subsance abuseresouces here.)

Shouldany employee befoundto havebeen uncer the irfluence of, or in ill egal possession @,
any illegal drug or controlled subsénce, whether or not engaged in any school or schobrelated
adivity, and the lehavior of the employee if under theinfluence is such that itis inappropiate
for aschool employee in theopinion of the sugrintendent, theemployee may be sulject to
discipline, up tand includingtemmination. This pdicy aso appies tothoseemployees whoare
under theinfluence of alcohol while oncampusor at schootsponsoed functions, ircluding
athletic events.

Possession, use dristribution of dug paraphemalia by any employeg whetheror not

engaged in <hool or €hoolrelated adivities, may suljed the employee to discipline, up to
and ncluding emination. Possessiomn ored sehicke or in an area suljed to theemployeed s
control will be consicered to be posession as thaugh the substace were on theemployeed s
person.

It shall not benecessary for an employee to testat a level demonstating intoxication by any
subsénce in order to besubject to the erms ofthis polcy. Any physical manifestation of
being under theinfluence of a subgance may suljed anemployee to the &rms ofthis poicy.
Those pysical manifestations mclude, butare not limited to: undeadiness; slued speech;
dilated orconstrcted pupils;jincoherent and/orirrational speed; or thepresence of an odor
assocatedwith a pohibited substase ononed sreah orclothing.

Should anemployee desire to providethe Dstrict with theresuts of ablood, breath or uine
analysis, sich resuts will betaken intoacmuntby the Distict only if the sample is provided
within atime range thatcould provide nmeaningful resuts and ofy by atestingagency chosen
or approved by the Distict. The District shall not request that theemployee be tesed, and the
expensefor such volundry tesing shall beborne by theemployee.
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Any incident at waok resulting in injury to theemployee requiring medicd attention shall require
the employee to submit to a dugtest, whch shall be paid at districtexpense.Failure for the
employee to sulmit to the dugtestor aconfirmed postive drugtest indcaing the wse of ill egal
substarces or the misuse ofrescription medcations shall begrounds forthe cenial of worker 5
compenstion benefits in acardance with policy 8.368 CLASSIFIED PERSONNEL
WORKPLACE INJURIES AND WORKERSG C O M FAEIGNG

Any employee who ischarged with a violation ofany stee or federal law relatingto the
possessionyse or distribution of igal drugs, adher controled subsances or acohol, or of
drug paraphernalia, mustnotify his’/her immediatesupervisor within five (5) week days (i.e.,
Monday through Friday, inclusive, excluding holidays) of being socharged. The supervisor
who isnotified of sich acharge shall notfy the Supeintendent immediately.

If the suprvisoris notavail able to theemployee, the employee shall noify the Superintendent
within thefive (5) day period.

Any employee socharged issubject to discipline, up t@nd includingtermination. However,
thefaillure of an employee tonotify his’her sypervisor or the Superintendent of having been so
charged shall resultin that empbyee being recommended for temmination by the
Superintendent.

Any employee convicted of any criminal drug statute violation foran dffensethatoccurred while
at work or in theperformance of official duties while df district property shallreport the
conwviction within 5caendar days tothe superintendent. Within 10 days ofreceving such
notification, whether from the employee or any other saurce, the distrct shall natify federal
granting agenciesfrom which it recavesfundsof the conviction. Compliance with these
requirementsand prohibitions is manetory and isa condition ofemployment.

Any employee convicted of any stateor federd law relating to the possession, use or
distribution ofillegal drugs, oher controlled subsances, or ofdrug paraphernaia, shallbe
recommended for termination.

Any employee who mus takeprescription medcation at thediredion of theemployeed s
physican, and who is impaed by the prescription medcation sich that le/'she @nnot progiy
perform his/herduties shall notreportfor duty. Any employee who reports for duty and is so
impaired, as cetermined by his’her supervisor, will be £nt home. Theemployee $all be given
sick leave, if owed any. The District or employee will providetransporgtion for the employee,
and theemployee may not leave campuswhile operating any vehicle. It is theresponsibilty of
the employee to contact his/herphysician in order to adjustthe nedication, if possible, sohat
theemployee may returnto his/her job unimpaed. Should theemployee attemptto return to
work while impared by prescription medcaions,for which theemployee has a pescription,
he/shewill, again, be sent home and given sick kave, if owed any. Shouldthe employee attempt
to return to wak while impaired by prescription medication athird time theemployee may be
suljed to discipline, up taand includingarecommendation of termination.

Any employee who posesses, s, distritutes oris urder theinfluence of a prescription
medicaion obtaired by a means otler than his’/her own current prescription shell betrededas
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though he was in possession, pgession with intent to delivie or under theinfluence, etc. of an
illegal substarce An illegal drug or other sulstanceis one wheh is(a) not legally obtaireble;
or (b) onewhich islegally obtanable, but whech has been obtaned illegally. The District may
require an employee to provide proof from his/ter physician and/or ptamacist that the
employee s lawfully able to ecave sich medcation. Falureto providesuch prod, to the
satisfaction of the Supentendent, may result in discipline, up toand includinga
recommendation of temmination.

A report to theappropriate licensingagency shallbefiled within seven (7) days of:

1) Afind disciplinary adion taken against an employee resutting from the dversion,
misuse or abuseof illicit drugs or controlled subsances; or
2) Thevoluntary resignation ofan employee who is fadng a pendingdisciplinary adion
resulting from the diersion, nisuse, oabuseof illicit drugs orcontrolled subsances.
Thereportfiled with the licensingauthority shallinclude, but not be fited to:

1 Thename,address, andelephonenumberof the personwho is the subje of thereport;
and

1 A description of thefads giving rise to thassuance of thereport.

When theemployee is not a ledthcare professonal, law enforcement will be contacted regarding
any final disciplinary action talen against an employee for the diversion of controlled subsances
to one (1)or mae third parties.

Legal References: 41USC § 8101, 8103nd 8104
A.C.A. §119-102
A.C.A. 8§ 17#80-117

Cross Réerence 3.31
8.36

Date Adopted: 03/13(06
LastRevised: 06/012015
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8.28F0 DRUG FREE WORKPLACE POLICY ACKNOWLEDGEMENT

CERTIFICATION

[, hereby certify that | havieeen presented withacopybét Bent on Dfreet ri ct 6s d
workplacepolicy, that | hae read hhe statenent,and that | will dide by its tems as a condition
of my employment with District.

Signature

Date
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8.300 CLASSFIED PERSONNEL REDUCTION IN FORCE

The School Board adknowledges its authority to conduct areduction in force (RIF) when adecreaein
enroliment or other reason(s) make such areduction necessary or desirable. A RIF will be conducted
when the neal for areduction in thework force exceals the normd rae of attrition for that portion of
the saff that isin excess of the needs of the didtrict as determined by the superintendent.

In effeding areduction in force the primary goas of the schod district shall be: what isin the best
interegsof the students; to maintain accreditation in compliance with the Standards of Accreditetion for
Arkansss Public Schools and/or the North Central Assaciation; and the neads of thedidtrict. A reduction
inforce will be implemented when the superintendent determinesit isadvisableto do so and shall be
effeded through non- renewd, termination, or both. Any reduction in force will be conducted by
evauating the needs and long- and shat-term goals of the school didtrict in relation to the saffing of the
digrict.

If areduction in force becomes necessary, the RIF shall be conducted separady for ead occupetiond
caegory of classfied personrd identified within the digtrict on the basis of ead employeds yeas of
sevice The employee within ead ocaupationd caegory with theleast years of experiencewill be non
renewd first. The employee with themost years of employment in the district as compared to other
employeesin the same caegory shel be nonrenewed last In the event that enployees within agiven
occupetiond category have the same length of sewviceto the district the onewith the eadi er hiredate,
pending board approva, will prevail. In the event that two employees have exadly the same hire date,
additional factors such as atendance records and documented disciplinary actionswill be considered.

When the Didtrict is conducting aRIF, dl potentidl y affected dassfied enployees shdl receve alisting
of the persanel within thar category with correspondng totds of yeas of service Upon recept of the
ligt, ead employee hasten (10) working days within which to gpped hisor her totd yeas of sewiceto
the superintendent whose deasion shell befind. Except for changes made pursuant to the gppeds
process, no changes will be madeto thelist that would affect an employe &tdtd after thelist isreleased.

Totd yeas of sewiceto thedistrict shell include non-cortinuous yeass of sewvice in other words an
employee who left the district and returned later will havethetotd yeas of service counted, from al
petiods of employment. A yea consttutes 160 or more daysworked. Length of sewvicein alicensed
paogition shdl not court for the purpose of length of servicefor aclassfied pogition Thereisnoright or
implied right for any employeeto flbumpo or displace any other employee This spedficdly does not
alow ali censed employee who might wish to assume aclassfied postion to displace a classified
employee.

Pursuant to any reduction in force brought about by consolidation or annexation and asapart of it, the
sdaries of dl enployeeswill be brought into compliance by apartid RIF if necessary, with the
receving disticté saary schedule. Further adjugmentswill be madeif length of contrad or job
assgnments change.
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For aperiod of up to two (2) years from the date of board adion on the classfied employee'snon
renewd or termination recommendation under this poli cy, a classfied employee stall be offered an
opportunity to fill a classfied vacancy comparale asto pay, resporsibility and contract length to the
postion from which the employee was nonrenewed, and for which he or sheis qudified. The non-
renewed employee shell be digible to berecdled for apenod of two (2) yeasin reverse order of the
nonrenewd to any postion for which he or sheisqualified. No right of recdl shdll exist for non-
renewd from agtipend, or non-renewd or reduction of a stipend, or non-renewd to reduce contrad
length.

Notice of vacanciesto nonreneweal employees shell be by first dassmall to dl employees reasorebly
believed to be both qudified for and subjed to rehirefor aparticular pasition and they shell have 10
working days from the date the natification is mailed in which to conditionall y accept or reject the offer of
apogtion with theactud offer going to the qudified employee with the most years of service who
responds within the 10 day time period. A lad of response, as evidenced by ateade sféilureto respond
within 10 working days, or anon- renewed employe e expressrefusa of an offer of apogtion or an
employe & d@ceptance of apastion but failureto sgn an employment contract within two business days
of the contrad being presented to the employee shell condtitute argjedion of the offered paosition and
shdl end the districtés obligation to rehire the nonrenewed employee No further rightsto be rehired
because of thereduction in force shell exist

In the event the district isinvolved in an annexation or consolidation, enployees from dl the didricts
involved will beranked acarding to yeas of sewvice A year of employment at an annexed or
consolidated district will be counted the same asa year at the recaving or resulting didirict. No credit for
years of sewvicewill begiven at other public or private schools, or for higher educaion or Educaiond
Sewvice Cooperdive employment.

Legd Reference A.CA.86-17-2407

Date Adopted: 06/1/2006
Last Revised: 05/12/2014
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8.310 CLASSIFIED PERSONNH. TERMIN ATION AND NON-RENEWAL

Far proceduies relating to the terminatian ard nonrenewd of noncertiied employeespleagrefer tothe
Public SchobEmgoyee Far Hearing Act A.C.A. 86-17-170L throudh 1705.

A copy of the cockisavalablein the offic e of the building principd or supervor.

Legd Reference A.CA.86-17-2301

Date Adopted: 06/12/06
Lag Revisd: 06/12/06
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8.330 CLASSIFIED PERSONNEL SCHOOL CALENDAR

Thesupernntendent or designee shall present to the ClassifiedPersonnel Policies Commige
(CPPC)aschool cdendar which theboard has adopted as aproposl. The Superntendent, in
developingthe cdendar, shall accept and consder recommendationsfrom any staff member or
groupwishingto make calendar proposals. The CPRC shall have thetime prescribed by law
and/or pdlicy in which to make any suggested changes kefore the board may vote to adoptthe
cdendar.

TheDistrict shall not establisha school caendar that interfereswith any scheduledtatewide
assessmerthat might jeopardize or limthe validassessmernd comparison of student
learning gains.

TheBenton School District shell operae by thefollowingcdendar.

Legal Reference A.C.A. 8 615-2907(f)
A.C.A.8§86-17-2301
ADE Rules Governing the Arkansas Educational Supgood Accountability Act

Date Adopted: 06/12/06
Last Revised: 02/12/2018
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Benton Public Schools
School Calendar 2018-19
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August
6-9 Staff Development
15 First Day of School

September
3 Labor Day

October

12 End of 15t Qtr. (42 days)

15 2Nd Qtr. Begin

23 Secondary Parent/Teacher
Conf. (3:30-7:30 p.m.)

25 Elementary Parent/Teacher
Conf. (3:30-7:30 p.m.)

26 No School

November
19-23 Thanksgiving Break

December
21 End of 2™ Qtr. (44 days)
24-31 Christmas Break

January

1-4 Christmas Break
7 3" Qtr. Begins

21 MLK, Jr Day

Eebruary
18 President’s Day
Possible Snow Day

March

8 End of 3¢ Qtr. (43 days)
11 4" Qtr. Begins

18-22 Spring Break

28 Parent/Teacher Conf.
(3:30-7:30 p.m.)

April
19 Good Friday

May
24 End of 4" Qtr. (49 days)
27 Memorial Day

Possible Snow Days
28, 29, 30, 31 June 3

178 Teacher/Student Interaction Days
2 Parent/Teacher Conferences
10 Staff Development Days*

*4 District PD Days

*3 Workdays

*3 Days of Staff Dev. Coordinated
with Supervisor

ENo School
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8.3 CLASSIFIED PERSONNH. WHO ARE MAND ATORY REPORTERS
DUTY TO REPORT CHIL D ABUSE, MALTREATMENT OR NEGLECT

It isthe stautory duty of classifed schod digtrict employee who are mandabry reportes ard who have
reasonald cau® to suspetchild abug or maltreament to directy and persondly repot thes suspitons
to the ArkansaChild Abuse Hotline, by calling 1-800-482-5964 Failureto repot suspecte child abuse,
maltreatmetor neglet¢ by calling the Hotline can lead to crimind prosecutia ard individud civil
liability of the person who hasthisduty. Notification of locd or staklaw enforcenent does nat satsfy
the duty to report; only notification by mears of the Child Abuse Hotline dischargsthis duty.

The duty to repot suspeted child abise or maltreamert isadirect and personbduty for stetutory
mandhtory reportersand canna be asigned or delegated to andher person. Therisno duty to
investgate confirm or substanti@statement astuden may have made which form the bass of the
reasonabd cau to believe that the student may have been abuse or subjectel to makreamert by
anothe personhoweverapersm with a duty to repot may find it helpfu to make alimited inquiry to
assst inthe formatian of abelief tha child abuse, maltrésnert or neglet has occurredlor to rule out
sud abelief. Employes ard voluntees who cal the Child Abuse Hotlinein goad faith areimmure
from civil liability ard crimind prosecution.

By law, no schod distrid or schod distiict employee may prohibit or restrid¢ an employee or voluntee
who isa mandatoy reporte from directly reportng suspecid chil d abug or maltreament, or requile that
ary peron notify or sed pemissian from ary persm before makirg arepot to the Child Abuse Hotline.

Legd References A.C.A. 81218107
A.C.A.8§1218201 et =q.
A.C.A.§12-18402

Date Adopted: 06/09/08
Lag Revied: 06/09/08
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8.350 OBTAINING and RELEASING of STUDENT® FREE and REDUCED
PRICE MEAL ELIGIBLITY INFORMATION

Ohtaining Eligibility Information

A fundamenta underpinning of the National School Lunch and Schod Brefast Programs (Programs) is
that in their implementation, there will be no physicd segregetion of, discrimination againg, or overt
identification of children who are digible for the Program's benefits. Whil ethe requirements of the
Programsaredefined in much greder detall in federd statutesand pertinent Code of Federd Regulations
thispolicy is designed to help employees understand prohibitions on how the student information is
obtained and/or reased through the Programs. Employees with the gredest responsbility for
implementing and monitoring the Programs should obtain thetraining necessary to become fully aware of
the nuances of their respongibilities.

TheDistrict isrequired to inform households with children enrolled in District schods of the avail ability
of the Programs and of how the household may gpply for Program benefits. However, the District and
anyone employed by the didrict isstrictly forbidden from requiring any houshold or sudent withina
household from submitting an appli cation to participate in the program. There are NO exceptions to this
prohibition and it would apply, for example, to the offer of incentivesfor completed forms, or
disncentives or negeative consequences for failing to submit or completean gpplicaion. Put smply,
federd law requiresthat the names of the children shell nat be publi shed, posted or announced in any
manrer.

In addition to potentia federd crimina pendties that may befil ed againg a staff member who
violatesthis prohibition, the employee shell be subjed to discipline up to and including termination.

Redeasing Eligibility Information

As part of thedigrictds participation in the National School Lunch Program and the Schod Bredfast
Program, the didtrict colledsdigibility datafrom its sudents. The data Scorfidentidity isvery important
andisgoverned by federd law. Thedigtrict has madethe determination to release sudent digibility stetus
or informationas pemitted by law. Federd law govemshow digibility datamay be released and to whom.
Thedigrict will take the following stepsto ensureits confidentidity:

Some datamay be released to govemment agencies or programsauthorized by law to recave such data
without parentd consent, while other datamay only be released after obtaining parental congent. In both
ingtances, dlowableinformation shall only be released on aneead to know basisto individuals autharized
to recave the data. Therecipients shell Sgn an agreament with the digtrict gpedfying the namesor titles of
the personswho may have accasto the digibility information. The agreament shdll further spedfy the
specific purposx(s) for which the datawil | be usad and how the recipient(s) shal proted the datafrom
further, unauthorized disclosures.

The supelintendent shdl designate the staff member(s) respansible for making eligibility deteminations
Release of digibility information to other district staff shell belimited to asfew individuals aspossible
who shell have aspedfic need to know such information to perform their job respongbilities. Principds,
counsdors, teaders, and adminigrators shell not have routine accesto digibility information or status.
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Eadh gaff persanwith accesstoindividud digibility information skl benotified of their persord liability
for itsunauthorized disclosure and shdl receve gppropriate training on the laws governing the restrictions
of such information.

Legd Referances. Commissone s NemoslA-05-018, FIN 09-041, IA 99-011, and FIN 13-018
ADE Eligibility Manual for School MedsRevised Juy 2012
7CFR 21017 21031
7CHFR 220171 220.22
7 CFR 2455, 245.6,2458
42 USC 1758(b)(6)

Date Adopted: 0511/2009
Last Revised: 04/082013
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8.360 CLASS FIED PERSONNEL WORKPLACE INJURIESand WORKERSS
COMPENSATION

Thedigrict provides WorkersdCompensation Insuance, as required by law. Employeeswho sustain any
injury a work must immediatdy natify their immediate supervisor, or in the absence of their immediate
supervisa natify the acounting department. An injured employee must fill out aForm N. While many
injurieswill require no medicd trestment or time lost & work, should the need for treament arise later, it
isimpatant that there be arecord that the injury ocaurred. All employees have aduty to provide
information and make statements as requested for the purposes of the daim assessment and investigation.

For injuries requiring medicd attention, the district will exerciseits right to designate theinitid treding

physician and an injured employee will be direded to seek medicd atention, if necessary, from aspedfic

physician or clinic. In addition, the employee shall submit to a drug test, which shall be paid at

district expense. Failure for the employee to submit to the drug test or a corjositade drug

test indicating the use of illegal substances or the misuse of prescription medications shall be
grounds for the denial of workerds compensatic

A Worker sCOmpenstion abserte may run concurrently with FMLA leave (policy 3.32)when
the irjury is onethat neets thecriteriafor aseaioushedth condition. To theextent that wokersd
compenstion kenefits andFM LA |eave run concurrently, theemployee will be charged for any
paid leave accrued by the employee at therate recessay to bring the totalamount of comhined
incomeup to 100% oluswel contraded diily rate of pay. If the hedth care provider treatingthe
employee for the wakers compenstion inury certifi es theemployee is able toreturn to aflight
duty job, *0butis ureble toreturn to theemployeed samesorequivalent job,the employee may
dedinetheDistrictés dfer of aflight duyj o s aresult, theemployee may lose higher
worker scampersation payments, but forthe duation oftheemployeed sMLA leave, the
employee will bepaid for theleare tothe extent that theemployee has accrued applicable leave.

Employees who are absent from wak in thesclool district dueto aWorker S<COmpenation
claim may not work at a nondistrict job uril they have returned tofull duties attheir same or
equivalent didrict job; thosewho violatethis prohibtion may be suljed to discipline up t@and
including temination. This prohibiton daes NOT apply to an employee whosehas been cleared
by hig’her doctor to return to"light duty" but the District hasno sich positon available for the
employee and the employeés seond jobqualifies as'light duy".

To theextentan employee has acrued sick leave and aWC claim has leen filed an employee:

1 Will be charged for aday's sick leavefor the dl days missed until such timeastheWC dam has
been gpproved or denied;

1 Whos WC dam is accepted by the WC insurance carrier as compensable and who is absent for
eight or mare days shdll be charged sick leave at the rate necessary, when combined with WC
benefits, to bring the totad amount of combined income up to 100% of the employeés usid
contraded daily rate of pay;,

1 WhosWC dam isacceted by the WC insurance carier as compensable and is absent for 14 or
more dayswill be credited bad that partion of sick leave for thefirst seven (7) days of absencetha is
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not necessary to have brought the totd amount of combined income up to 100% of the employeés
us contracted gross pay.

*Thedeterminaion of an avail ble Aight duty jobowill be made by the Superintendent or his
designee

Cross Referance 8.50 CLASSIFIED EMPLOYEES SICK LEAVE
8.120 CLASSIFIED PERSONNEL OUTSIDE EMPLOYMENT
8.230 CLASSIFIED PERSONNEL FAMILY MEDICAL LEAVE

Legd Referances Ark. Workers Compensation Commisson RULE 09933 - MANAGED CARE
A.C.A. § 119-102
A.CA.8§811-9-508()(5)(A)
A.CA.811-9-514@)(3)(A)(i)

Date Adopted: 04192010
Last Revised: 04/13/2015
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8.3 CLASSIFIED PERSONNHE. SOCIAL NETWORKIN G AND ETHICS

District staf are encourage to use educationatechnologythe Intemet, and professonal/educatio
social netweksto heb raise sudert achevemert ard to improve communicatio with parers ard
studers. Howeve, technology and socid networking websies also offer saff many waysthey can
present tremsdves unprofesgondly andor interad with studensinappropriately.

Itistheduty of eat staf membe to appropriatel managall interactiors with studentsregardlesof
whethe contat or interadion with a studem occurs faceto-face or by means of technology to ersure
that tre appropriat stéf/studemrelationshp is maintained Thisincludes instance when studens initiate
contat or behawve inappropriatel themselves.

Socid netwaking welsites are online groups of Internet uses allowing communication betwe@ multiple
individuds. Thefundamerta purpo of socid neworking websitesisto socialize. Examplesinclude but
are na limited to, Faebook MySpaceard Twitter. Staf membes are discouragd from creating
personbsogd networkirg sitesto which they invite studens to be friends or followers. Employees
taking sud actian do so a ther own risk ard are advise&l to monita thes | Stprevaiy settings regularly.

Whethe permitted or nat spedfically forbidden by policy, or when expressein an adultto-adult face
to-face context, wha in other mediuns of expressia could remain private opinions when expresse by
staf onasoad networkirg website hawe the potentsl to be disseminatel far beyordthes p e &k er 0
desire ointention.

Public schod employess are, ard dways hawve been, held to a high standad of behavior Staff members
arereminded tha whethe spediic sorts of contacs are permittel or nat spedically forbidden by policy,
they will be held to ahigh standad of conduc in all ther interactiors with studetts. Faiureto create,
enfore and maintan appropriag professiond ard interpersonigboundaris with studers codd
adversely affddheD i s tsrelatiansiywith the communiy and jeopardiz the employee
employmert with the district.

Date Adopied: 04/09/2012
Lag Revisd: 04/09/2012
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8.390 DEPOSITING COLLECTED FUNDS

From timeto time, staff members may collect fundsin the course of their employment. It isthe
responghility of any staff member to deposit such fundsthey have collected dail y into the gppropriate
acountsfor which they have been coll ected. The Superintendent or hisher designeeshdll be responsble
for determining the need for recaptsfor funds colleded and other record keeping requirements and of
notifying staff of the requirements.

Staff that use any funds colleded in the course of their employment for persona purposges, or who deposit
such fundsin apersond account, may be subjed to discipline up to and including termination.

Date Adopted: 06/182012
Last Revised: 06/182012
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84160 WRITTEN CODE OF CONDUCT FOR EMPLOYEESINVOLVED IN
PROCUREMENT WITH FEDERAL FUNDS

For purposes of this pali cy, AFamily memberdincludes:

Anindividud's spouse

Children of theindividud or children of theindividua's spouse;

The spouse of achild of theindividua or the spouse of achild of theindividud's spous
Parents of theindividud or parents of theindividud's spous

Brothersand sisters of theindividua or brothers and sisters of theindividua's spouse;
Anyoreliving or resding in the same resdence or household with theindividud or in the same
residence or household with the individud's spouse or

1 Anyoreading or seiving as an agent of theindividual or as an agent of theindividua's spouse.

= =4 =4 48 -8 -9

No District employee administrator, officid, or agent shell participate in the sdection, awad, or
administration of acontract sypported by Federal funds, inatlingthe Digtrict Child Nutrition Program
funds, if aconflict of interest exists, whether the corflict isred or gpparent. Corflictsof interest anise
when one or more of the following has afinancid or other interest in the entity sdleded for the contrad:

1. Theemployee adminigtrator, officid, or agent;

2. Any family member of the Didrict enployee administrator, offica, or agent;

3. Theemployee adminigtrator, officid, or agentés partner; or

4. An organization that currently employs or isabout to employ one of the above.

Employees, administrators, officas, or agents shall nat solicit or accept gratuities, favors, or anything of
monrgary vaue from contradors, potentid contractors, or partiesto sub-agreementsinduding, but not
limited to:
a) Entertanment;
b) Hotd rooms;
c) Trangortaion;
d) Gifts
€ Meds or
f) Itemsof nomina vaue (such asacdendar, pen, or mug may be accgted aslong as acceptance
does not influence future purchasing dedsions. Any doretions woud need to be acceted inline
with gpplicable sate laws concemning doretions.)

Violations of the Code of Conduct shall result in discipling, up to and induding termination. The District
resevestheright to pursuelegd adion for violaions.

All District personnel involved in purchases with Federal funds, incladite)nutrition personnd, shell
reavetraining on the Code of Conduct. Training should indude gudance about how to respand when
agratuity, favor, or item with monetary vaueisoffered.

Legd References A.CA.86-24101 & 5.
Arkansas Department of Educaion Rules Goveming the Ethicd GuiddinesAnd
Prohibitions For Educaiond Administrators, Employees, Board Members And
Other Parties
Commissionerés Memo FIN 09-036
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Commissone sMemo FIN-10-048
Commissione sMemo FIN 15-074
2 CF.R.8§8200.318
7C.F.R.83016.36
7CF.R. 8301942

Date Adopted: 05/11/2015
Last Revised:  04/18/2016
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8.420 CLASSIFIED PERSONNEL BUSDRIVER END of ROUTE REVIEW

Ead busdriver shdll wak ingde the bus from the front to the badk to make sure that dl students have
gotten off thebus after each trip. If achildisdiscovered through the buswalk, the driver will
immediately notify the centrd office and make arrangements for trangporting the child appropriatdy.
If children areleft on the busatter the buswak through has been completed and the driver has [ eft the
bus for that trip, thedriver shell be subjed to discipline up to and induding temmination.

Date Adopted: 05/12/14
Last Revised:
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8. MGLASSI FI ED PERSONNEL USE OF PERSONAL
EQUI PMENT

Employees whose job duties require the use or wearing of Personal Protective Equipment (PPE) shall use
or wear the presitied PPE at all times while performing job duties that expose employees to potential
injury or illness. Examples of PPE include, but are not limitéd to:
1 Head and face protection:
Hard hat;
Bump cap;
Welding helmet;
Safety goggles;
Safety glasses;
Face sleld;
1 Respiratory protection:
Dust/mist mask;
o] Half-face canister respirators;
1 Hearing protection:
Ear plugs;
Ear muffs;
1 Hand protection, which is based on hazard exposure(s) and type(s) of protection needed:
Leather;
Latex;
Rubber;
Nitrile;
Kevlar;
Cotton;
1 Body protection:
Welding apron;
Welding jackets;
o] Coveralls/Tyvek suits;
1 Foot Protection:
o] Metatarsal protection;
Steel toed boots/shoes;
Slip resistant shoes;
1 Fall Protection:
Belts, harnesses, lanyards;
Skylight protection;
Safe ladders;
Scissor lifts.

o O 0O O0OO0OO0O0
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Employees operating a schamined vehicle that is equipped with seat belts for the operator shall be
secured by the seat belt at all times the employee is operating the vehicle. If the vehicle is equipped with
seat belts for passengers, the employee amgthe vehicle shall not put the vehicle into motion until all
passengers are secured by a seat belt. Employees traveling in, but not operating, a school owned vehicle
that is equipped with seat belts for passengers shall be secured by a seattimettsatadl vehicle is in

motion.
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Employees who fail to use or wear the prescribed PPE required by their job duties put themselves and co
workers at risk of sustaining personal injuries. Employees who are found to be performing job duties
withoutusingorwar i ng t he necessary PPE required by the
to and including termination.

A supervisor may be disciplined, up to and including termination, if the supervisor:

1. Fails to ensure the employee has the prescribed P& thef employee assumes job duties
requiring such equipment;

2. Fails to provide an employee replacement PPE when necessary in order for the employee to
continue to perform the job duties that require the PPE; or

3. Instructs the employee to performtheempioges j ob dut i es wi thout t he
by those job duties.

An employee shaliot be disciplined for refusing to perform job duties that require the employee to

use/wear PPE if:

a. The employee has not been provided the prescribed PPE; or

b. The PPBprovided to the employee is damaged or worn to the extent that the PPE would not
provide adequate protection to the employee.

An empl oyeebs i mmedi ate Supervisor i s responsib
use, care, and maintenanteawy and all PPE that the employee may be required to use.

Cross Reference: 8410VERTIME, COMPTIME, and COMPLYING WITH FLSA

Date Adopted: 05/14/2018
Last Revised:
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8.70 - Classified Personnd Policy Committee and Procedures

Theclassfied personrel policy committeeshallbe formed incompiance with A.C.A. 8 617-
2301et seq.

Lega Reference A.C.A. 8 617-2301

Date Adopted10/132003
Last Revised: 05/112009
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8.711 CLASSIFIED PERSONNEL VACATION
For classifed employees hired priorto July 1, 2Q15.

All employees are entitled to five (5) days of paid vacdion during thefirst yea of
employment. Employees who have worked at least one-half yea and lessthan oneyear will
recave 2 and¥2to 4 paid vacation days pro-ratedto number of monthsthey have worked or
contradedto work.

Afteroneyear of regular employment, non-certifi ed employeeswill receive thefollowing
number of vacaiondays:

Number of Months Contracted Number of Vacation Days
9 months(lessthan205days) 7 days
10 months(205-224 days) 8 days
11 months(225-249days) 9 days

Paid vacdionis cdculated as part of annual compensationand nottaken as actual leave.
Twelve month employees:

Afterfirstfull year of employment, employeesissued twelve (12) morth contrads (250days or
more) will becredited with 10 days of vacationleave. Employees musthave theirvacdion time
approved by their supervisor. A sypervisormay deny an employee requestfor a

vacdionday if theabsence would, inthe supevisorés opinion disruptthe educational process
or normal district operations.

Vacdiondays eaned by twelve-monthemployees of the Benton School Districtmay be
acamulatedup toatotal of 25 days with ten (10) additional days credited at thebeginning of
ead contract year (total of 35 maximum).

Employeesterminatingservice at the end of the contrad year will takeaccumulatedvacation
time prior to termination.

Uponterminationof employment, payment for unusedvacation leave will bemadeonly when
teminationcoincides with theend of thecontrad yea and the employee has been askedby the
Superintendent to work through the end of the contrad year in lieu of taking available vacdion.
Under al othercircumsances, no payment will bemadefor unused vacation leave.

As of July 1, 2015al new employees orreturning employees, catradedfor less than 250
days, will not beeligible for paid vacation.

Date Adopted: 06/11/201
Last Revised: 05/112015
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8.7217 CLASSFIED PERSONNEL HOL IDAY S

Non-certified persomel who wak twelve months ead year will be paid for ten (10)
holidays. These holidays are as follows:

(1) July Fourth

(2) Labor Day

(3) & (4) Thanksgiving plus following Friday
(5) Christmas Eve

(6) Christmas Day

(7) New Year's Day

(8) Martin Luther King, Jr. Day

(9) Good Frigay

(10) Memorial Day

*Personrel whowork ona9, 10, or 11-month contrad will be paid for nine (9) holidays
T theFourth ofJJuly will be excluded.

All employees must be employed by the school district on the day before a holiday occurs to
recave compensationfor that holiday. If the paid holiday occurs on Saturday or Sunday, the
holiday will be observed in aacordance with the school cdendar. Arrangementsto work during
the paid hdliday and take off another workday mustbe made individualy with the supevisor
responsble for the wak of the non-certified employee. To prevent misunderstanding, the
agreament should be irwriting in the supervisor's office.

**|n cases of excesgve days of school clasings beyond thescheduled irclement weaher days,
employees may be required to substute aternate datesfor paid holidays in order to maximize
the rumber of student/techer interaction days before Junel.

Emergency situations nmay necessitatean employee to wark on aholiday notedabove. The
supevisor must appvein writing prior to thework being performed. If an employeeis
requested to vork onaholiday, then tlat employeed sompenstion will includehis/her actual
timeworked in addiion to his/hernormal paid ime df for therecognized hoiday.

Date Adopted: 06/1/2001
LastRevised: 04/18/2016
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8.761 CLASSIFIED SALARY BENEFITS & QUALIFIER

DISTRICT PAYMENT OF HOSPITALIZATION INSURANCE PREMIUM

The Benton School Birict will pay a portion of the individual medical insurance

premium for each participating employee. To be eligible for this benefit, the employee
must work at least thirty (30) hours per week. The school board will annually approve the
amount to be pd by the school district.

DISTRICT PAYMENT OF DENTAL INSURANCE

The Benton School District will pay the individual dental insurance premium for all
eligible employees. The school board will approve changes to the coverage and
premium.

Legal Refeences: A.C.A. §4.7-1301 et seq.

Date Adopted: 06/11/01
Last Revised: 04/10/17
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