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SUTbS

INSPIRE*EQUIP*IMAGINE

Dear Substitute,

Thank you for serving as a Substitute with the Fort Bend Independent School District (FBISD). This handbook will
explain our procedures, assistyouin becoming a successful Substitute, and answer some of the questions you
may have about substituting with FBISD. We want your time with FBISD to be beneficial for students and reward-
ing for you.

As a Substitute, you share with all educational professionals the task of strengthening our society by preparing
children for responsible citizenship. You play a major role in carrying out the activities planned by our teachers
when they are absent. Principals and teachers appreciate and value effective substitutes and recognize your ef-
forts to provide continuity, in the absence of the classroom teacher.

All Substitute are required to familiarize themselves with this handbook. The Substitute Handbook is neither a
contract nor a substitute for official District Policy nor the District Employee Handbook. It is not intended to alter
the at-will status of non-contracted employees in any way. Rather, itis a guide and a brief explanation of District
Policies and Procedures related to employment as a Substitute. References made to District Policies in this Sub-
stitute Handbook consist of summaries or partial excerpts from the complete policy text. The official policy
adopted by the Board of Trustees remains an authoritative reference. Any policy changes adopted during the
life of this handbook will take precedence over any conflicting statementin this handbook.

We trust your substitute experiences will be professionally fulfilling to you and educationally profitable to our
students. We need strong Substitutes who will take on the responsibility of ensuring the educational process
goes uninterrupted while the regular teacher is absent.

Thank you for your time, creativity, and enthusiasm required to work ina stimulating environment where excel-
lence is an expectation.

Sincerely,

The FBISD Resources
Substitute Team

Patricia Lutz, Human Resources Department, Substitute Advisor

Susan Flessner, Human Resources Department, Substitute Advisor

Sarah Trevino, Human Resources Department, Substitute Payroll Specialist
Dr. Jennifer Roberts, Human Resources Department, Senior Consultant
Rebeca Bangstein, Human Resources Department, Talent Acquisition Director
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Introduction

The purpose of this Substitute Handbook is to provide you with the information needed to ensure continuity in the
instructional program when our teachers are absent from their classrooms. This Handbook aims to answer ques-
tions you may have and assist you with information you need to have a successful experience as a Substitute.

A Substitute is required to follow the instructions of a teacher and ensure the established rules and procedures are
maintained throughout the classroom in a professional manner. It is important to maintain a positive working
relationship between the staff and Substitute.

Substitute assignments may change based on the needs of the individual school. A Substitute may be asked to
accept assignments outside his/her background or educational training. Substitutes may also be asked to cover
classes during the regular teacher’s planning period. When the Substitute arrives for an assignment, the school’s
needs may have changed (i.e., the Substitute accepted a math job, but the school needs them to cover an English
class). Being flexible with assignments is greatly appreciated by the campus. The staff will assist you with any
guestions and provide you with additional information needed for the assignment.

Please note Substituting is an on-call employment relationship. Fort Bend Independent School Districtis under no
obligation to provide employment nor is it obligated to provide continued employment. The Human Resources
Department and campus principals have the right to exclude Substitutes from future jobs or remove Substitutes
from long-term assignments in the best interest of the staff and students.

All Substitutes are expected to frequently check their Fort Bend ISD email accounts throughout the year for im-
portant updates and notifications. The Substitute Team will not communicate through personal emails unless ini-

tially contacted by the Substitute inthat manner.

The Substitute Office Hours are (School Year) 7:00 a.m. —4:30 p.m. M-F. (Summer Hours) 7:30 a.m. — 5:30 p.m.
Monday-Thursday, Closed Fridays

‘ Name Contact Hours
Patricia Lutz —Advisor
Alpha Split (A-M) Patricia.lutz@fortbendisd.com 8:00 a.m. — 4:30 p.m.

Susan Flessner — Advisor
Alpha Split (N-2) Susan.flessner@fortbendisd.com 7:00 a.m. — 3:30 p.m.

Sarah Trevino — Specialist
Payroll Sarah.trevino@fortbendisd.com 7:30 a.m. — 4:00 p.m.
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FORTBEND INDEPENDENT SCHOOL DISTRICT

Mission

Fort Bend ISD exists to inspire and
equip all students to pursue futures
beyond what they can imagine.

Vision

Fort Bend ISD will graduate students
who exhibit the attributes of the
District’s Profile of a Graduate

FBISD

INSPIRE*EQUIP-IMAGINE
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FORT BEND ISD’s PROFILE OF A GRADUATE

A Fort Bend ISD Graduate has a rigorous academic foundation,
strong character, andis............

AA....equipped with skills for life.

Fort Bend ISD graduates exhibit grit and determination in all aspects of life; respect self and others; engage in
healthy life choices; are literate and articulate; proficient with technology; and meaningfully and practically apply
knowledge in productive ways.

¥sa™ . o servantleader.

Fort Bend ISD graduates demonstrate confidence while maintaining a humble and kind demeanor; prioritizing the
needs of others while accepting responsibility for themselves and are accountable for their own actions; are opti-
mistic; and strive to bring out the best in others.

g_ ....an effective communicator.

Fort Bend ISD graduates communicate clearly both orally and in writing; respectfully and actively listen to others;
appropriately engage in courageous conversations; and appropriately adapt their communication style to the au-
dience.

= ...acritical thinker.
Fort Bend ISD graduates are visionary and solutions-orientated problem solvers; are inquisitive and innovative;
and have the courage to actively challenge conventional methods in order to improve themselves and the world
around them.

“....a compassionate citizen.

Fort Bend ISD graduates are empathetic to their fellow citizens, exhibiting care and concern for others; are inclu-
sive and embrace differences; are culturally aware; actively engage in improving our diverse community; exercise
their right to vote; and are dependable, respectful, trustworthy, and self-disciplined.

AN
“:’\ ....a collaborative team member.

Fort Bend ISD graduates work effectively with others to achieve group goals; take actions that respect the needs
and contributions of others; yield their own objectives to the goals of the team; and positively facilitate and con-
tribute to teamwork.

9 ....a life-long learner.
Fort Bend ISD graduates approach life with wonder and curiosity; seek opportunities to be creative; possess a
thirst for knowledge and the ability to adapt to change; and are academically prepared to pursue and attain fu-
tures beyond what they canimagine!
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Instructional Calendar
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Campus Listing

High Schools Middle School

Austin High School
3434 PheasantCreek Dr
Sugar land, 77498
281-634-2000

Bush High School
6707 FM 1464
Richmond, 77407
281-634-6060

Clements High School
4200 Elkins Road
Sugar land, 77479
281-634-2150

Dulles High School
550 Dulles Ave
Sugar land, 77478
281-634-5600

Elkins High School
7007 Knights Court
Missouri City, 77459
281-634-2600

Hightower High School
3333 Hurricanelane
Missouri City, 77459
281-634-5240

Kempner High School
14777 Voss Road
Sugar Land, 77498
281-634-2300

Marshall High School
1220 Buffalo Run
Missouri City, 77489
281-634-6630

Ridge Point High School
500 Waters Lake Blvd
Missouri City, 77459
281-327-5200

Travis High School
11111 Harlem Road
Richmond, 77406
281-634-7000

Willowridge High School

16301 Chimney Rock Road

Houston, 77053
281-634-2450

Baines Middle School
9000 Sienna Ranch Road
Missouri City, 77459
281-634-6870

Bowie Middle School
700 Plantation Dr
Richmond, 77406
281-327-6200

Crockett Middle School
19001 Beechnut
Richmond, 77407
281-634-6380

Dulles Middle School
500 Dulles Ave
Sugar land, 77478
281-634-5750

First Colony Middle School
3225 Austin Parkway
Sugar Land, 77479
281-634-3240

Fort Settlement Middle School

5440 Elkins Road
Sugar Land, 77479
281-634-6440

Garcia Middle School
18550 Old Richmond Road
Sugar Land, 77498
281-634-3160

Hodges Bend Middle School
16510 Bissonnet

Houston, 77083
281-634-3000

Lake Olympia Middle School
3100 Lake Olympia Parkway
Missouri City, 77459
281-634-3520

McAuliffe Middle School
16650 South Post Oak
Houston, 77053
281-634-3360

Missouri City Middle School
202 Martin Lane

Missouri City, 77489
281-634-3440

Quail Valley Middle School
3019 FM 1092

Missouri City, 77459
281-634-3600

Sartartia Middle School
8125 Homeward Way
Sugar Land, 77479
281-634-6310

Sugar Land Middle School
321 Seventh Street

Sugar Land, 77498
281-634-3080

Thornton Middle School
1909 Waters Lake Blvd
Missouri City, 77459
281-327-3870

Elementarv Schools

Armstrong Elementary
3440 Independence Blvd
Missouri City, 77459
281-634-9410

Austin Parkway Elementary
4400 Austin Parkway

Sugar Land, 77479
281-634-4001

Barrington Place Elementary
2100 Squire Dobbins Dr
Sugar land, 77478
281-634-4040

Blue Ridge Elementary

6241 McHard Road (FM 2234)
Houston, TX 77053
281-634-4520

Brazos Bend Elementary
621 Cunningham Creek Blvd
Sugar Land, 77479
281-634-5180

Briargate Elementary
15817 Blue Ridge Road
Missouri City, 77489
281-634-4560

Burton Elementary
1625 Hunter Green Lane
Fresno, 77545
281-634-5080

Elementary Schools

Colony Bend Elementary
2720 Planters Street
Sugar Land, 77479
281-634-4080

Colony Meadows Elementary
4510 Sweetwater Blvd

Sugar Land, 77479
281-634-4120

Commonwealth Elementary
4909 Commonwealth Blvd
Sugar Land, 77479
281-634-5120

Cornerstone Elementary
1800 Chatham Ave

Sugar Land, 77479
281-634-6400

Drabek Elementary

11325 Lake Woodbridge Dr
Sugar Land, 77498
281-634-6570

Dulles Elementary
630 Dulles Ave
Sugar Land, 77478
281-634-5830

Fleming Elementary
14850 Bissonnet
Houston, 77083
281-634-4600

Glover Elementary
1510 Columbia Blue Dr
Missouri City, 77489
281-634-4920

Goodman Elementary
1100 West Sycamore
Fresno, 77545
281-634-5986

Heritage Rose Elementary
636 Glendale Lakes Dr
Rosharon, 77583
281-327-5400

Highlands Elementary
2022 ColonistParkDr
Sugar land, 77478
281-634-4160
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Elementary Schools Specialized Schools

Holley Elementary
16655 Bissonnet
Houston, 77083
281-634-3850

Hunters Glen Elementary
695 Independence Blvd
Missouri City, 77489
281-634-4640

Jones Elementary
302 Martin Lane
Missouri City, 77489
281-634-4960

Jordan Elementary

17800 West Oaks Village Dr
Richmond, 77407
281-634-2800

Lakeview Elementary
314 Lakeview Dr
Sugarland, 77498
281-634-4200

Lantern Lane Elementary
3323 Mission Valley Dr
Missouri City, 77459
281-634-4680

Leonetti Elementary
1757 Waters Lake Blvd
Missouri City, 77459
281-327-3190

Lexington Creek Elementary
2335 Dulles Ave

Missouri City, 77459
281-634-5000

Madden Elementary
17727 Abermore Lane
Richmond, 77407
281-327-2740

Malala Elementary
11770 W. Aliana traceDr
Richmond, 77407
281-327-5700

Meadows Elementary
12037 Pender Lane
Meadows, 77477
281-634-4720

Mission Bend Elementary
6200 Beechnut St
Houston, 77083
281-634-4240

Mission Glen Elementary
16053 Mission Glen Dr
Houston, 77083
281-634-4280

Mission West Elementary
7325 Clodine-Reddick Road
Houston, 77083
281-634-4320

Neill Elementary

3830 Harvest Corner Dr
Richmond, 77406
281-327-3760

Oakland Elementary
4455 Waterside Estates Dr
Richmond, 77406
281-634-3730

Oyster Creek Elementary
16425 Mellow Oaks Lane
Sugar Land, 77498
281-634-5910

Palmer Elementary
4208 Crow Valley Dr
Missouri City, 77459
281-634-4760

Parks Elementary

19101 Chimney Rock Road
Fresno, 77545
281-634-6390

Patterson Elementary
18702 Beechnut St
Richmond, 77407
281-327-4260

Pecan Grove Elementary
33300ld South Dr
Richmond, 77406
281-634-4800

Quail Valley Elementary
3500 Quail Village Dr
Missouri City, 77459
281-634-5040

Ridgegate Elementary
6015 West Ridgecreek Dr
Houston, 77053
281-634-4840

Ridgemont Elementary
4940 Raven Ridge Dr
Houston, 77053
281-634-4880

Scanlan Oaks Elementary
9000 Camp Sienna Trail
Missouri City, 77459
281-634-3950

Schiff Elementary
7400 Discovery Lane
Missouri City, 77459
281-634-9450

Seguin Elementary

7817 Grand Mission Blvd
Richmond, 77407
281-634-9850

Settlers Way Elementary
3015 Settlers Way Blvd
Sugar Land, 77479
281-634-4360

Sienna Crossing Elementary

10011 Steep BankTrace
Missouri City, 77459
281-634-3680

Sugar Mill Elementary
13707 Jess Pirtle Blvd
Sugar Land, 77498
281-634-4440

Sullivan Elementary

17828 Winding Waters Lane

Sugar land, 77479
281-327-2860

Townewest Elementary

13927 Old Richmond Road

Sugar Land, 77498
281-634-4480

Walker Station Elementary
6200 Homeward Way Blvd

Sugar Land, 77479
281-634-4400

Progressive High School
1555 Independence Blvd
Missouri City, 77489
281-634-2900

Reese CTE Center
12300 University Blvd
Sugar Land, 77478
281-327-7300

Ferndell Henry CFL
7447 FM 521 Road
Rosharon, 77583
281-327-6000

Early Literacy - Ridgemont
5353 Ridge Creek Circle
Houston, 77053
281-634-9810

Early Literacy — Hunters Glen
695 Independence Blvd
Missouri City, 77489
281-634-6754
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Substitute Job Responsibilities

| will agree with the terms and conditions for Substitute Use of Internetand the Computer Systems, Acceptable Use
Agreement. (AUA)

| will be punctual and adhere to the classroom schedule.

| will maintain orderinthe classroom.

| will followthe teacher’slesson plansin sequence and fulfill all responsibilities of the teacher, including extra duty.
| will supervise the students assigned to the regular classroom teacherat all times (i.e., homeroom, hallways, dis-
missal, cafeteria, etc.).

| understand | cannot leave the campus during work hours.

| understand | am not entitled to the teacher’s conference period and may be asked by the principal to substitute
for anotherclass during that time.

| understand the campus may change my assignmentonce | arrive. | understand thatif | choose notto take the
differentassignmentand decide to leave instead, | will not be compensated for the day.

In the eventlarrive at a campus and am not needed, itis my responsibility to secure anotherassignment. IfIdo
not work an assignment, | understand I will not be compensated for the day.

| understand that| cannot work as an Assistant Site Coordinator, Intervention Specialist or Instructional Tutorand
be a Substitute concurrently during the school year.

| understand that | must not use corporal punishmentand there must be noinappropriate physical contact at any
time with students.

| understand that| must neversexuallyharass a student oremployee, whetherverbally or physical ly.

| understand that| must wear my Substitute ID Badge at all times onthe campus. If | lose my badge, | understand |
cannot work until l obtaina replacement badge.

| understand that| am required to work one (1) time perevery nine-week grading period to remain an active Sub-
stitute for FBISD.

| understandthatif | fail to work once during each nine-week grading period, | will be removed from the Substitute
rosterunless | make myself unavailablein the Absence and Substitute Management System and noti fy my Substi-
tute Team Member.

| understand that| mustfollow all FBISD Policies and Procedures. Itis my responsibility to familiarize myself with
the Substitute Handbook and all District Policies and Procedures, which can be accessed viathe FBISD website
www.fortbendisd.com and the Substitute website, www.fortbendisd.com/subs.

| understanditis my responsibility to complete Annual Staff Training. Asanew Substitute, | will have 45days from
date of hire to complete Annual Staff Training. Every year thereafter, | will completethe Annual Staff Training prior
to the deadline date provided by the District.

| understand that substitutingis part-timeand that work hours are not guaranteed as | am contacted basedon a
need at a campus. | also understand thatlam noteligibleforunemployment compensation benefits during any
scheduled school breaks/student breaks, including, but not limited to: Summer Break May 27, 2022 through the
first day of school August 10, 2022; September5,2022; October 10, 2022; November 21 through November 25,
2022; December19, 2022 throughJanuary 5, 2023; January 16, 2023; February 20, 2023; March 13 through March
17, 2023; April 7, 2023; April 10, 2023. | also understand | will not receive compensation forany school closures due
to bad weather, natural disasters etc. Inthe eventof an extended District closure, | will frequently check my FBISD
email forupdates and furtherinformation.

| understand | have no employment contract with FBISD, and | may be dismissed atany time forany reason not pro-
hibited by law orwithout cause, as determined by the needs of the District. At-willemployees who are dismissed
shall receive pay through the end of the last day worked. At-will employees are free toresignatany time.

| understanditis my responsibility tosign the Letter of Assurance indicating to FBISD that | will return the following
yearas a Substitute. Should I decide nottoreturn,itis my responsibility to submitan EXITrequest.

| have read and agree to ALL of the above job responsibilities,
I understand my responsibilities include but are not limited to the items listed above.
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Equal Employment Opportunity
Policies DAA, DIA

The Fort Bend Independent School District, an equal opportunity educational provider and employer, does not discriminate
on the basis of race, color, religion, sex (including pregnancy, sexual orientation, orgenderidentity), national origin, age,
disability, military status, geneticinformation, oron any other basis prohibited by law. Additionally, the District does not
discriminate againstan employee orapplicant who acts to oppose such discrimination or participate in the investigation of
a complaintrelatedto a discriminatory employment practice. Employment decisions will be made on the basis of each ap-
plicant’s job qualifications, experience and abilities.

Employees with questions or concerns about discrimination based on sex, including sexual harassment, should contact the
Employee Relations Department by calling, 281-634-1270.

Employeeswith questions or concerns about discrimination on the basis of disability should contact: the Employee Rela-
tions Department by calling, 281-634-1270.

General questionsregarding the district should be directed to the Communications Department by calling 281-634-1100, or
submitted through the appropriate Let’s Talk interest area.

Searches and Alcohol/Drug Testing
Policies CQ, DHE

Non-Investigatory searchesin the workplace, including accessing an employee’s desk, file cabinets, District-owned technol-
ogy resources orwork area to obtaininformation needed for usual business purposes may occur when an employee is una-
vailable. Therefore, employees are hereby notified there is no legitimate expectation of privacy inthose places. Inaddi-
tion, the district reservesthe right to conduct searches when there is reasonable suspicion to believe asearch will uncover
evidence of work-related misconduct. Such aninvestigatory search mayinclude drugand alcohol testingif the suspected
violationrelatestodrugor alcohol use. The district may search the employee, the employee’s personalitems, work areas,
lockers, and private vehicles parked on district premises orwork sites orused for District business. Searchesthatreveal a
violation of the district’s standards of conduct may resultin disciplinary action.

Annual Staff Training

Substitutes are expected to complete Annual Staff Training. Asanewly hired employee, Substitutes will have 45 days from
the date of hire to complete Annual Staff Training. The Substitute Team will register new Substitutes forthe training.
Substitutes will receive email notification when they have been registered fortraining. Thereafter, Substitutes are respon-
sible forcompleting Annual Staff Training priorto the deadline provided by the district. Substitutes willfrequentlycheck
their FBISD email account for communication regarding Annual Staff Training.

Substitute Employment Expectations

Fort Bend ISD Substitutes are required to work once during every nine -weekgrading period to remain an active Substitute
for FBISD. The Substitute Team willrunreports during every nine-week grading period to determine Substitutes who have
not worked during the nine-week period. Substitutes who appearon the non-active subbingreport willbe contacted via
email and provided with aformto complete indicating theirwork intentions for the next nine -week grading period. If the
Substitute indicates they intend to work during the next nine-week grading period, they willnot be terminated from em-
ployment. Should the Substituteindicate they do not wish to work during the next nine -week grading period, theywillbe
terminated from employment. If thereis noresponse, the Substitute will be terminated from employment. Substitutes are
notified duringthe New Substitute Orientation process of this requirement.

Should a Substitute need extended time away from Subbing due to personal reasons, and intend to return to Subbing for

the district, the Substitute is required to notify their Substitute Team Member (according to alphasplit provided at the be-
ginning of the handbook). The Substitute Team member will make note of the situation and rem ove them fromthe above
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mentioned report. (e.g., surgical orillness recovery, maternity leave, out of the country, caring fora sick family member,
etc.) The nine-week grading periods are as follows:

e First Nine-Week Grading Period (August 10through October7)

e SecondNine-WeekGrading Period (October 11 through December 16)
e Third Nine-Week Grading Period (January 5 through March 10)

e Fourth Nine-Week Grading Period (March 20 through May 25)

Reporting To The Assigned Campus

Arrival Times
It isimportantto familiarize yourself with the campus locations before accepting yourfirst assignment. The schedulelisted

below should be followed for Substitute arrival and dismissal times, unless notified otherwise by the campus Principal.
Some long-term assignments may require differentarrival times.

| Level Full Day Half Day

High School 7:10 a.m.—3:10 p.m. 7:10 a.m.—11:10 a.m.
11:10 a.m.—3:10 p.m.

Middle School 8:20 a.m.—4:20 p.m. 8:20 a.m.—12:20 p.m.
12:20 p.m.—4:20 p.m.

Elementary School 7:50 a.m.—3:50 p.m. 7:50 a.m.—11:50 a.m.
11:50 a.m.—3:50 p.m.

Be promptinorder tostart yourduties atthe scheduled time. If you anticipate beinglate, you must call the school office,
so they can planaccordingly. You are expected to remain on campus until the end of the school day, which may include
the teacher’s end-of-the-day duties. Be sure to check with the campus site administratorforinstructions regarding class-
room access, etc. (The Specialized campuses have adifferentstartand end time, please contact the campusdirectly)

Upon Arrival at the Campus, You Must Do the Following:

e Make sure your FBISD Substitute ID badge is clearly visible, you should not be on campus without your Substitute ID
Badge;

e Sign the Substitute Sign-Insheetand write down your arrival time. Pick up the teacher’s Substitute folder;

e Receive directions, information (procedures, keys), and instructions concerning the campus and your
classroom;

e Receive applicable emergency and non-emergency procedures/routes for (weather, fire drills, film, assembly, field
trip, etc.).

Classroom Etiquette
e Secureyourpersonal belongingswhenyouarrive. (Do not leave yourbelongings out. Itis your responsibility to
keepthemsecure. The districtis notresponsibleforlostorstolenitems.)
e Write your name onthe board

e Letaneighboringteacherknow you are assigned to the classroom forthe day
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Review the lesson plans, books, materials, and special procedures
Only use instructional materials provided by the teacher or otherschool personnel
Locate and review emergency plans and specificbehaviorintervention plans for students

If there are missing materials orsupplies thatyou need, immediately contactthe team leader, department head, or
campus administrator

Confidentiality

All studentinformationis confidential. Divulginginformation to unauthorized personscan resultintermination
fromemployment.

Check with the campus principal/Substitute coordinator if you wish to substitute on yourchild’s campus orin their
classroom. You mustreceive approval from the principal before acceptingan assignmenton the campus.

During the School Day

Follow the teacher’slesson plans to the best of your ability.

Always monitor students at all times.

Use positive reinforcementforgood behavior.

Never use physical contacttoredirectstudentbehavior.

Be fair, firm, and consistent as you follow the teacher’s classroom rules and consequences.

Be positive and find different ways to engage students. Yourpassion is contagious.

Act at once, if an accident occurs that is serious enough to require immediate attention. Reportthe accidenttothe
principalimmediately and referanyfirstaid concerns to the school nurse.

Since you do notknow their medical history, allow students to see the nurse evenif you are not convinced they are
not feeling well.

Take attendance percampus procedures.

Follow campus procedures forallowing students to move about the building.

At the End of the Assignment

Complete aSubstitute’s Reportto the classroom teacherform or leave detailed notes and your phone number
shouldthe teacherhave any questions. Considerthe questions below when completingyourreport:
o What wereyouableto complete fromthe lessonplan?
o What were youunable tocomplete and why?
o Whatdidyou add to the lesson planand why?
o Whichstudents were helpful? (Be specificand provide details)
o Werethere any problems? (Be specificand provide details)
Leave studentwork organized and on the teacher’sdesk. If the teacherleftananswersheetandif you have the
time, you can review the students’ work.
Return equipmentand supplies to the properstorage areas. Leave the classroominan orderly manner. Ask stu-
dentsto helpcleanaroundtheir areabefore dismissal.
Re-lock any cabinetsthat were locked whenyou arrived.
Make sure the student’s made itsafely tothe bus or designated areas forpick up, if applicable.
Follow campus procedures for monitoring students during dismissal.
Leave the teacher’s deskand room as youfound them.
Sign out at the front office and include departure time. Turnin any money, keys, folders, etc.
Checkto seeifyouare neededforthe nextday.

It is important to sign the Substitute Sign-in Sheet, inthe eventyou are removed or not added to the assignmentinthe
Absence and Substitute Management System, signing the sign-in sheet confirms you worked if we everneedto double

check with the campus.
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W orkplace Conduct

The following are the minimum standards of conduct for Substitutes. These standards are notintended to be all -inclusive
or coverevery possible situation. Violations of these standards will resultin corrective action ranging from averbal/written
warningto dismissal of employment. The severity of the corrective action will depend onthe seriousness of the violation
and the frequency of infractions committed by the employee. Minimum standards of conductinclude, but are not limited
to:

As a Substitute for FBISD, you are expected to:

Abide by all federal, state, and local laws and statutes.

e Maintaina professional relationship with all students, both inside and outside of the classroom.

e Do not take pictures of students (digital, photographic, video, or electronic media).

e Refrainfromthe abuse orinappropriate use of alcohol ordrugs during the course of the substitute assignment.

e Silence yourpersonal cellphone duringinstruction and when the students are in the classroom.

e Do not exchange phone numbers with students forany reason norsocial media contact information.

e laptop computers, MP3 players, hand held video games, magazines, books, newspapers, food and drink, otherthan
water, are not permittedin the classroom.

o Followall policies and procedures related to social mediafoundin Policy DH.

As a Substitute, you willfollow and adhere to the Standards of Conduct, and Educators’ Code of Ethics located in this Hand-
book.

Satisfactory Job Performance Expectations

e Work withemployeesandstudentsinaproductive, cooperative, and positive manner.

e Negativity, absence of asense of humor, orunwillingness to be flexible, cooperative, or helpful may resultin not
beinginvitedtoreturn asa substitute on that campus and/orbeing removed from the Substitute roster.

o Followthe teacher’slesson plans.

e Renderhonest, efficient, and effective services in the performance of duties.

e Obtain materials, equipment, and tools needed forthe jobinthe prescribed manner.

e Provide the teacherwith acompleted ‘Substitute Reportto the Classroom Teacher’ form.

e Be courteoustostudents, teachers, supervisors, administrators, other district employees, and members of the pub-
lic

e Neve use profanity orinappropriate comments.

Attendance

e Reportto workon time. (See school staff start times listed above.)

e Neverleave the students unattended.

e Do notleave the campus duringworking hours. Inthe case of an emergency, notify the campus administrator or
front office before leaving the campus. Make sure an adultisthere to relieveyou before departing.

e Remainat work until the end of your work assignment, which may include the teacher’s end -of-day duties.

e You are notentitledtothe teacher’s conference period and may be asked by the principal to substitute foranother
classduringthat time.

Religionin the Public Schools

FBISD strongly supports the separation of religion and government. Do not share your personal religious beliefs with stu-
dents. FBISDis a very diverse school districtin many ways, including religious beliefs.

Shortly afterthe school day begins, studentsin all schools recite the Pledge of Allegianceto the U.S. and Texas Flags. Im me-
diately after, the students take partina moment of silence. Thisisan individual activity required by the Texas Education
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Code and isnot an attemptto influence one’s thoughts orviews. During the moment of silence, all students/staff are ex-
pectedtoremainsilent.

Maintain Safety and Security Standards

e Observe and comply with safety regulations and procedures.

e Immediatelyreportall personalinjuries as the result of work-related duties to the supervisorand on the appropri-
ate formavailable on each campus. (Please see the campus administrative assistant as soon as possible. Do not
leave the campus without reportinginjury.)

e AlwayswearyourSubstitute ID Badge on the campus.

e Exercise propercare of districtfacilities and property. Failure to maintain this standard will resultinthe employee
beingrequiredtoreimbursethe district for necessary repairs and/orreplacement through payroll deduction.

e Reportdamage to, or theftof, district property immediately upon discovery.

Refrain from Inappropriate Behavior, which includes but is not limited to

e Usingwork time, material, and/or district facilities and equipment for personal work and activities including exces-
sive use of district telephones.

e Usingthe teacher’scomputerunless approved/authorized.

e Removingorborrowing district property without permission

e Threatening, intimidating, using profanity, orinterfering with otheremployees on district property, atany time.

e Distributing orposting literature on district property or posting/removing bulletin board notices without proper
authorization from the Communications Department

e Unauthorizedsoliciting or selling on district premises during hours of duty.

e Actingina mannerthatinterferes with ordisruptsthe work environment, morale, orteamwork.
Allowingany unauthorized individual into any district facility.

e Smokingtobacco, using or beingunderthe influenceofillegal drugs, or using alcoholicbeverages on district prop-
erty or duringa school-sponsored event.

e Sexuallyharassinganother district employee orstudent.

o Sleepingwhileondutyinthe classroom.

e Failuretofollowthe teacher’slesson plans.

e Verballyorphysically abusing or harassing students and staff.

e Usinginappropriate language oractions when dealing with students. Usinginappropriate orunapproved books,
videos, etc.inthe classroom.

e Do not provide students with your personal contactinformation orask the students fortheir personal information,
includingall social mediaaccounts.

e Unauthorized use of the computeror Internet; printing or copying of any documents notauthorized by the teacher
and notdirectly related tothe classroom assignments.

e Workingon personal business during the school day.

e leavingthe students unattended atanytime or leaving school priorto the job end time without authorization from
the buildingadministrator.

e Solicitingstudents for private enterprises (i.e., if you have atutoring business orlanguage school as a private busi-
ness).

Cancellation of Assignments

When a Substitute accepts an assignment, he/sheis makinga commitmentto the school. Assignmentsshould only be can-
celledinthe eventofanemergency. Ifanemergency arises, the Substitute should cancel the job as soon as possible. The
Substitute must also notify the school of the cancellation.

To notify the Absence and Substitute Management system that you will no longer be able tofill an assignment:

e You mustknow the specificJob ID Number.
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e Releasethejobassoonasyou knowthatyou are unable to meetthe commitment. If youneedtocancel within O-
48 hours priorto the job start time, please call the school tolet them know why you need to cancel the assignment.
Ifitis before/afterschool hours, leave avoice message indicating thatyou are no longeravailable.

e Thecampus willneedtorelease youfromanyassignment

e Remember,if youacceptanassignmentthe campusand studentsare relyingonyourto be in attendance.

Compensation

Automatic Payroll Deposit

Employeeshired as of July 1, 2010, are required to participate in mandatory directdeposit. Inorderto complete the em-
ployment process, employees must complete the online direct deposit set up through their My Self -Serve account within 5
business days of theireffective hire date. The district offers all employees an automaticpayroll deposit. Employees may
have paychecks electronicallydeposited (“direct deposit”) into an account of any financial institution that accepts electronic
transfer of funding. With automaticdeposit,anemployee’s payis available on the pay date. An authorization of directde-
positform must be on file in the Payroll Department entered through My Self-Serve. Direct depositformsare availablein
the Payroll Office located in the AnnexBuilding. When activating orchanginga direct deposit, a pre -notification periodis
requiredtoinsure all bankinformation has been submitted and processed correctly. Direct deposits are posted on the reg-
ularly scheduled paycheck dates. Because the district cannot control the time of day each bank or credit union postsa de-
positto an employee’s bank account, employees should not schedule drafts onthe same day as a pay date. Final paychecks
for employees who separatefrom service before the last day of instruction willnot be automatically deposited. Contac
Human Resources—Payroll at (281) 634-1221 for more information regarding direct deposit.

Payroll Deductions
Policy CFEA

Temporary and part-time employees who are not eligible for TRS membership must participatein the Deferred Compensa-
tion FICA Alternative Plan.

The FICA Alternative Planisa457(b)-retirement savings plan provided for Substitutes, part time staff and otheremployees
who do not work enough hours or otherwise do not qualify to participate in TRS. Fort Bend ISD does not participateinthe
Social Security program. The 457 FICAisthe alternative to Social Security. Employeesinthe planare requiredto contribute
7.5% of their pay. Employees can electtoreceive all of their contributions plusinterest (if applicable) when they leave the
district.

Substitutes who are TRS Retirees, will not contribute to the 457 FICA Alternative Plan.

Travel Expense Reimbursement

Substitutes do not qualify fortravel reimbursement atany time or while working along-term split campus assignment. If a
Substitute is workingalong-term assignment for one employee/position, which works at multiple campuses, the Substitute
will notreceive reimbursementfortravel toand from the campuses.

Worker’s Compensation Insurance
Policy CRE

In accordance with state law, the district provides workers’ compensation benefits to employees who sufferawork-related
illnessorareinjured onthe job. Workers’ Compensation benefits help pay for medical treatment and make up for part of
theincome lost while recovering. Law, depending on the circumstances of each case, prescribes specificbenefits. Allwork -
relatedillnesses orinjuries must be reported immediately to the supervisors. Employees who are unable towork due to a
work related injury will be notified of theirrights and responsibilities under the Texas Labor Code.
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Employeesare required to choose atreating doctor from the Alliance providerlist. Thisisrequired foremployeestore-
ceive coverage of healthcare costs forthe work-related injury. A providerlistingisavailable through the Alliance website at
www.pswca.org alinktothe site isavailable onthe Fund’s website at www.tasbrmf.org listing the providers who are taking
new patients. A copy of the Alliance Acknowledgementformisincludedinthe Appendix.

In accordance with state law, the district provides workers’ compensation benefits to employees who sufferawork-related
illnessorareinjured on the job. Medical benefits underthis program are available immediately; temporary income bene-
fitsbecome available when related absences extend beyond seven calendar days. All work-relatedillnesses orinjuries must
be reportedimmediately to the supervisors. Employees who are unable towork due toa work-related injury will be noti-
fied of theirrightsand responsibilities underthe Texas Labor Code. Employeesare required to choose atreating doctor
fromthe Alliance providerlist. Thisisrequiredforthe employeetoreceive coverage of healthcare costs forthe work-re-
latedinjury. A providerlistingisavailable through the Alliance website at www.psweca.org. Alink to the site isavailableon
the TASB Website at www.tasbrmf.orglisting the providers who are taking new patients. A copy of the Alliance Acknowl-
edgmentformisincludedinthe Appendix. Tocontinue toreceive regular pay for daily absencesrelated toacompensable
workillnessorinjury, employees must make the appropriateselection on the Employee Work-Injury Absence form; other-
wise, injured employees will waive regularincome for missed days related to acompensable work illness orinjury.

Substitute steps if injured while working

Reportthe injury to the campus administratorimmediately
The campus workers’ compensation representative will provide you with the workers’ compensation packet
Substitute will complete the packetand returnto campus personnel assoon as possible
The campus workers’ compensation representative will submit the First Report of Injury on your behalf
Substitute does not seek orrequire medical attention, inform the campus representative
Substitute seeks medical attention and can return to work with restrictions:
a) IfSubstituteisworkinginalong-termassignmentthe DWC-73form will be returned to the campus
b) The campus will determine if they are able to accommodate any restrictions
c) IfSubstitute is working day-to-day assighnments, the DWC-73 form will be submitted to the Substi-
tutes Advisorinthe Substitute Office
d) The Substitute Advisor will determine if the districtis able toaccommodate any restrictions
e) If campus/districtis notable to accommodate restrictions, the Substitutes Absence & Substitute
profile will be restricted until released by doctorand informationis received and updated

ok wnNE

Unemployment Compensation

Substitutingis considered a part-time position and work hours are not guaranteed as Substitutes are contacted based ona
need at a campus. Substitutesare noteligible forunemployment compensation benefits during any scheduled school
breaks/student breaks. Substitutes do not receive unemployment compensation benefits forany school closures due to bad

weather, natural disasters etc.

Teacher Retirement

Substitute’s not receiving TRS service retirement benefits who work atleast 90 days a year are eligibleto purchase ayear of
creditable service in TRS.

N otice Regarding Pay Checks

PLEASE NOTE - It is the substitute’s responsibility to monitor his/her jobsin the Absence and Substitute Management sys-
temto ensure all jobs worked during the pay period have been entered.
o The Substitute must notify the campusimmediately should they notice a date they worked and are not pluggedin
as working. The campus contact person will notify the Substitute Team member to confirm the Substitute worked
and is paid for working the correct number of days.
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e Shouldyounotice a missed date afterthe pay period pay date, please contact your Substitute Team memberimme-
diately.

e ltisimperative thatall substitutes “signinand out” at every campus ontheirSubstitute Sign Insheetforevery type
of assignment worked.

e Make sureto include yourarrival/departure times and monitoryour assignments weekly in the Absence and Substi-
tute Management System.

e Yoursignatureisverification you worked and will receive pay in the eventyou are not pluggedin, or removed from
workingan assignmentinthe Absence and Substitute Management System.

e Ifyou are inadvertently removed from or not plugged into an assighment, and your name is not located on the Sub-
stitute Sign Insheet, you will not be paid for working the day.

Substitute Pay Rate Information

Category Daily Rate Long-term Rate Long-termrate
‘ Over 10 Days Over 30 Days
| 60 + College Hours $85 $120 N/A
| Degreed (Bachelor’s or higher) $100 $130 $160
Texas Certified Teacher $105 $160 $185 (onlyif subbingin
‘ certified content area)
| Registered Nurse $125 $150 $175
| Counselor $230 NA NA
‘ Assistant Principal $370 NA NA
Principal EM/MS $410 NA NA
| Principal HS $500 NA NA

Para-Professional Assighments

When workingin a long-term para-professional/aide assignment, you do not qualify for the 30-day long-term rate of pay.
No matterwhatyour Categoryis, you will NOTbe paid the long-term rate over30 days when workingin along-term
para/aide position.

Texas Certified Substitute Teachers

e Inorderto beeligibleforthe Long-termrate over 30 days, you MUST be certified inthe same contentareaand
level asthe positionyou are subbingfor. If you are certified in the same contentarea, you will qualif y forthe Over
30-day rate of pay as of the 30" day worked inthe assignment. You will be retroactively paid as of day one of the
long-term assignment.

e Ifyou are certified, butnot certified in the contentareaand level as the position you are subbing for, you will NOT
be eligibleforthe Long-term over 30-day rate. Your rate will remain atthe Long-termrate over 10 days for the du-
ration of the assignment.

e Forthe 2022-2023 School Year ONLY, Certified Substitutes working a Special Education Teaching assignment, only
needto hold one certification to qualify for the 30-day rate of pay. Asyou reachthe 30" day worked inthe assign-
ment, you will be retro paid the 30-day rate. (Youdo not needtobe certifiedinthe contentareaor Special Educa-
tionto receive thisrate of pay.)

e Paraprofessional/Aide assignments DO NOT qualify forthe Long-term over 30-day rate.

Texas Certified Substitute Teachers/Registered Nurses

e Must hold a current, valid Texas teaching/registered nurse certificate/license

e (Certification must be viewable with the State Board of Education/State Board of Nursingto receive the certified
rate of pay

e REGISTERED NURSES must be working Nurse Assignments to qualify forthe Nurse rate of pay. If workingateach-
ing assighnment, you will earn the Texas Certified Teacherrate of pay.
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Bachelors or Higher Degreed Substitutes

e Substitutes who hold abachelors degree orhigher, are eligible to receive the Long-term over 30-day rate of pay.
Thisamount will NOT be retroactively paid as of day one in the assignment.
e Paraprofessional/Aide assignments DO NOT qualify forthe long-term over 30-day rate.

Principal/Assistant Principal/Counselor Substitutes

e You MUST be certified in this area and selected by the Department of School Leadership (DSL) and/or a campus
leader.

e You mustwork inan Administrator position to receivethe Administratorrate of pay. Visit our website tolearn
about Campus Administration daily rate of pay.

e You will notearnalong-term rate of pay for working long-term assignments

e Ifyouare subbingina teachingassignment or para-professional/aide assignment, you will earn the Texas Certified
Teacherrate of pay

It isthe Substitutes responsibility to know what area your certification covers (example: Gen (4-8) would not covera PE
Class) You MUST notify your Substitute Team Member via email of any certification/degree updates or changes. If you
receive your certification ordegree afteryou are hired as a Substitute, we will updateyourinformation as of the date we
are notified. Therefore, your pay rate will increase as of the date we are notified not the date you become certifiedorre-
ceive yourdegree. Please email the information to your Substitute Team Member mentioned previously by alphasplit.

Questions Regarding Pay Checks

In the eventyou have questionsregarding a paycheck, please contact the Substitute Payroll Specialist viaemail and include
the followinginformation:

e Substitute Name and Employee|D number

e Date of paycheck

e Date missing from paycheck

e Campus

e Absence ManagementJob Number

e Provide as much detail as possible pertaining to your question

It isthe Substitute’s responsibility to familiarize themselves with the Substitute Pay Schedule forth e currentschool year.
The Substitute pay scheduleisincluded below and can be located on the Substitute Website, www.fortbendisd.com/subs
linked underResources.

Before emailing the Substitute Payroll Specialist, please make sure you have referred to the Substitute Pay Schedule and
checkedthe datesyou have worked inthe Absence & Substitute Management System.

Always check your My Self Serve account to check the accuracy of your paychecks.
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A
INSPIRE*EQUIP*IMAGINE

2022-2023 Substitute Pay Schedule

Pay Begin Date Pay End Date Pay Date
July 18 August 7 August 31 *
August 8 August 21 September 15
August 22 September 4 September 30
September 5 September 18 October 14
September 19 October 2 October 31
October 3 October 16 November 15
October 17 October 30 November 30
October 31 November 13 December 15
November 14 December 4 December 30*
December 5 December 18 January 13
December 19 January 8 January 31*
January 9 January 22 February 15
January 23 February 5 February 28
February 6 February 19 March 15
February 20 March 5 March 31
March 6 March 26 April 14*
March 27 April 9 April 28
April 10 April 23 May 15
April 24 May 7 May 31
May 8 May 21 June 15
May 22 June 4 June 30

*Indicates a three week payroll
e ltisimportantto notice the beginningand end datesforeach pay period.
e Whendetermining payaccuracy, please make sure you are aware of the dates worked during each pay period.
o Refertothis payschedule aswell asyour Absence & Substitute System profileto verify the dates youworked and
should be paid for during each pay period.
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Long-term Assignments

Subbingin Long-term Assighments

Substitutes must work 10 full consecutive days in the same position, onthe 11* day worked, the assighment becomes long-
term. If a day is missed duringthe first 10 days of the assignment, your count will start over on the day you return to the
assignment. Your pay rate will increase onthe 11* day worked in the assignment. Please see the Substitute Pay Schedule
to determine which paycheck you will receiveyourlong-term rate of pay on.

Every employee positioninthe districtisidentified by a position number. Long-term assignments are identified by the posi-
tionnumber. Ifyou acceptand committo one long-term assignment, the assignmentends or you choose to change to an-
otherlong-termassignment foradifferent position number, the firstlong-term assignment ends and your pay rate as well
as the long-term count will start over on your first day of the new long-term assignment. With that beingsaid, you are re-
quired towork 10 full consecutive daysinthe new assignment to qualify forthe long-term rate which will begin on the 11"
day worked.

A long-termassignmentis defined as consecutive days worked. If you accepta long-termassignmentbutyou are only able
to work 2-3 days a week of the long-term period (shared long-term with another Substitute) you will not qualifyforthe
long-term rate of pay.

Absences taken during the first, 10 full consecutive days, which will be approved for the continuation of the long-term
count: (Substitutes are not paid for dates they do not work)

e Jury Duty —Substitute isrequired to provide the jury duty summons to their Substitute Advisor
e Family/Medical Emergency— Substitute isrequired to provide a medical note to their Substitute Advisor

Substitutes who are working along-term assignment should not have more than four(4) consecutive absences during the
long-term assignment. If you miss more than four (4) consecutive days from along-term assignment, yourlong-term rate
will reverttoyourbase rate of pay and yourlong-term count will start over as of the date you return to the assignment.
Should you miss more than four (4) consecutive days duringalong-term assignment, you willneed to notify your Substitute
Advisorinthe Substitute Office as soon as possible viaemail. Pleaseincludethe followinginformation

e Substitute Name

e Substitute Employee ID number

e The nature of the dates missed

e The Substitute Advisor will determine, based on the nature of the absence if yourlong-term status will continue
e You may be askedto provide adoctor’s note, jury duty notification, etc.

Each situation will be taken into consideration. Rememberyou mustinform your Substitute Advisor if the above infor-
mation does notapply.

A long-termassignmentis nota contract; a principal may choose toterminate the assignment or remove the Substitute at
any time duringa long-term assignment. Long-term assignments can be enteredinthe Absence & Substitute system for
several weeks ormonthsatatime. A long-termassignmentcan end early forany of, but is not limited to the following rea-
sons:

e lLong-termleave assignment—if the employeereturnsfromleave
e Long-termVacancy—if the positionisfilled by afull-time employee

Campuses will work tofill teaching assignments with certified substitutes first. If a certified substitute is notavailable, the

campus can secure a non-certified Substitute foralong-term position. Only Degreed (Bachelor’s/higher) and Texas Certi-
fied substitutes qualify forthe 30-day or more, long-termrate. Afew thingsto note:
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e Ifyouare workingina long-term Aide/Paraprofessional assignment, you DO NOT qualify forthe 30+ day long-term
rate of pay

The campus representative will generally contactindividuals ontheircampus’s preferred list of Substitutes forlong-term
assignments. Once the Substitute commits to workingthe assignment, the campus representative isrequired tosubmita
Substitute Recommendation Form to the Substitute Office. The purpose of the SRF:

e Changesyourstatusin our systemfrom Sub to long-term Sub

e Allowscampusesto provide you accessto enterstudents’ grades

e Allowsthe campustoadd your FBISD email totheir campusdistribution list

e Indicatestothe Sub Teamthereisa needforalong-termsubstitute ontheircampus

o Ifthe long-termassignmentisforaVacant Position, the Sub Team will enter the vacancy in the Absence & Substi-
tute System and make sure the long-term Substitute is plugged into the job accordingly

e Ifthe long-termassignmentisforaleave position, the campus will make sure the absences are entered under ONE
jobnumberand plugthe Substitute into the job accordingly

It is EXTREMLY importantwhenworkingalong-termassignmentto check your Absence & Substitute profile frequently to
make sure all the datesyou are working duringalong-termassignmentare included underone job number. Equallyim-
portantfor certified substitutesis to check eligibility to receive the highest daily rate based on the long-term assignment
and your certification.

The principal will make every reasonable attempt to utilize substitute certified in the State of Texas to fill along-termteach-
ing position. If a substitute with avalid Texas teaching certificate cannot be assigned, the principal may contact a substi tute
with a degree, ora substitute currently enrolledinan ACP program. Long-term substitutes can attend professional devel-
opmentday/sessions at the request of the campus administrator, and the long-term Substitute will be paid forthe days. If
you have been asked to work during a professional development day, please confirm with the campus Substitute contact
personto assure you have been pluggedinto the assignmentforthe day.

Half-Day Long-term Assignments

When working a half-day, long-term assignment, you MUST work 20 consecutive half days to qualify forthe long-term rate
of pay. If you miss a day during the first 20 half days, your count will start over on the date you return to the assignment.
The same absence information as above forlong-term assignments applies. You will be paid half of the Substitute pay rate
for days worked half day. Should you pick up another half day assignments on the same campus for the other half of the
day; you will be paid the base rate of pay forthat assignment.

Registered Nurse Long-term Assignments
Registered Nurses MUST work a long-term nursing assignment for 30+ full days to receive the Long-term over 30-day rate

of pay. Once the full 30-day requirementis fulfilled forthe assignment, you will be retroactively paid as of day one of the
assignment.
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Stipulations

Substitute Incentive Plan

e [fa Substitute workedin anidentified Special Education Severe Position and at a Hard -to-Fill Identified campus on
the same day, he/she willreceive the greaterincentive amount, not both incentive amounts

e Substitutes workingin long-term assignments DO NOT QUALIFY for the Hard-to-Fill Incentive

e Theincentive planappliestofull-day absences only (ortwo half-day assighments at the same school on the same

day) The only exception will be the half days on May 24 and May 25, 2023

e Hard-to-Fill Incentive payis paid on the final check of the following month afterthe dates are worked, (example:

dates worked in Augustwill be paid onthe September 30, 2022, paycheck)
e The Hard-to-Fill Incentiveapplies to teaching positions and aide positions

Hard-to-Fill Positions

Special Education Severe Assignments:
e SucceedinginAcademicand Independent Living Skills (SAILS)

e Functional Livingand School Health (FLaSh) $15/Day

e Academic, Behavior,and Communication (ABC)

e BehaviorSupportServices (BSS)

e FEarly Childhood Special Education (ECSE)

OR
Hard-to-Fill Campuses
Identified Title |, IR, and Hard-to-Fill Campuses $10/Day
Identified title |, IR, and Hard-to-Fill Campuses
Elementary Schools Middle School High Schools

Arizona Fleming Ridgegate Crockett Hightower
Armstrong Ridgemont Dulles Marshall
Barbara Jordan Rosa Parks Hodges Bend Willowridge
Blue Ridge Townewest Lake Olympia
Briargate McAuliffe
Burton Missouri City
Dulles Quail Valley
EA Jones
Glover
Goodman
Heritage Rose
Holley
Hunters Glen
Lantern Lane
Mission Bend
Mission Glen
Mission West
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Employee Conduct and Welfare

Standards of Conduct
Policy DH

Allemployees are expected to work togetherin a cooperative spirit to fulfill the district Missionand uphold the Board’s
Core Beliefsand Commitments, serve the bestinterests of the districtand to be courteous to students, one anotherand the
public. Employees are expected to observe the following standards of conduct:

e Recognize andshall treat others with dignity and respect the rights and property of students, parents/guardians
and coworkers;

e Maintain confidentiality in all matters relating to students and coworkers;

e Expressconcerns, complaints, orcriticisms through the appropriate channels. [See DGBA];

e Knowand comply with departmentand district procedures and policies;

e Be courteoustoone anotherand the public; workingtogetherin a cooperative spirit while servingthe bestinter-
ests of the district;

e Adheretothe standards of conductsetout in the “Educators’ Code of Ethics.” [See DH (Exhibit)];

e Refrainfromengagingin prohibited harassment, including sexual harassment of otheremployees and students, as
definedindistrict policies DIA and FFH. [See FFG regarding child abuse and neglect];

o Refrainfromformingromanticorotherinappropriate social relationships with students. Employees shall notsend
text messages or make phone calls to students. Anexception may be made if the call/message isdirectly related to
a school-sponsored activity that the employee sponsors/supervises;

e Refrainfrom usingtobacco products on district premises, in district vehicles, or at school or school-related activities
[See also GKA];

e Refrainfrom manufacturing, distributing, dispensing, possessing, using, or being underthe influence of any prohib-
ited substance during working hours while at school orat school-related activities during or outside of usual work-
ing hours [See DHE];

e Immediatelyreport,inwriting, tothe district’s General Counsel, any criminal charge(s) brought against the em-
ployee, the disposition of the charge(s) and any adverse adjudication received by the employeeforafelony offense
or a misdemeanorinvolving moral turpitude;

e Observe all safety rulesand regulations and reportinjuries or unsafe conditionsto asupervisorimmediately;

e Reportto workaccording to the assigned work scheduleand adhere to all attendance procedures;

o Notifyimmediate supervisor as early as possible (preferably in advance)in the event of being absentorlate. Unau-
thorized absences, chronicabsenteeism and tardiness may be causes fordisciplinary action;

e Use districttime, funds and property for authorized district business and activities only;

e Immediatelyreport,inwriting, tothe district’s General Counsel, within three calendar days, any criminal charges;

e Intheeventofa districtinvestigation orinquiry, each districtemployee has an affirmative duty to provide to his or
hersupervisor(s), orany other district official assigned to investigate, all relevant and factual information about
mattersinquired; and

e Ifan employee wishesto use asocial network site or similar mediafor personal purposes, the employeeis responsi-
ble for maintaining privacy settings appropriate for the content.

All district employees are expected to perform theirduties in accordance with state and federal law, district policies and
procedures and ethical standards. Violation of policies, regulations, or guidelinesincluding intentionally making afalse
claim, offering false statements, orrefusing to cooperate with adistrictinvestigation may resultin disciplinary action, in-
cludingtermination. Alleged incidents of certain misconduct by educators, including havinga criminal record, mustbe re-
portedto SBEC no laterthan the seventh day afterthe Superintendent knew of the incident. See Reportstothe Texas Edu-
cation Agency for additional information. All employees, as publicservants, must follow the Educators’ Code of Ethics,
whichfollows:

Educators’ Code of Ethics
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Purpose and Scope

The Texas educatorshall comply with standard practices and ethical conduct toward students, professional colleagues,
school officials, parents/guardians, and members of the community and shall safeguard academicfreedom. The Texas edu-
cator, in maintainingthe dignity of the profession, shall respect and obey the law, demonstrate personalintegrity, and ex-
emplify honesty and good moral character. The Texas educator, in exemplifying ethical relations with colleagues, shall ex-
tendjustand equitable treatmentto all members of the profession. The Texas educator, inacceptingaposition of public
trust, shall measure success by the progress of each studenttoward realization of hisorher potential as an effectivecitizen.
The Texas educator, in fulfilling responsibilities in the community, shall cooperate with parents/guardians and others to
improve the publicschools of the community. This chaptershall apply to educators and candidates for certification. (19
TAC 247.1(b)). Board Policy DH(LOCAL) requiresall districtemployees regardless of position to be accountable to the Edu-
cators’ Code of Ethics.

Enforceable Standards

Professional Ethical Conduct, Practices, and Performance

Standard 1.1

Standard 1.2

Standard 1.3

Standard 1.4

Standard 1.5

Standard 1.6

Standard 1.7

Standard 1.8

Standard 1.9

Standard 1.10

Standard 1.11

Standard 1.12

Standard 1.13

The educator shall notintentionally, knowingly, or recklessly engage in deceptive practices regarding offidial
policies of the school district, educationalinstitution, educator preparation program, the Texas Education
Agency, orthe State Board for Educator Certification (SBEC) and its certification process.

The educator shall notintentionally knowingly or recklessly misappropriate, divert, oruse monies,
personnel, property, or equipment committed to his or hercharge for personal gain oradvantage.

The educator shall not submit fraudulent requests forreimbursement, expenses, or pay.

The educator shall not use institutional or professional privileges for personal or partisan advantage.

The educator shall neitheraccept noroffergratuities, gifts, or favors thatimpair professional judgment or
to obtain special advantage. This standard shall not restrict the acceptance of gifts or tokens offered and
accepted openly from students, parents/guardians of students, or other persons ororganizationsin
recognition orappreciation of services.

The educator shall not falsify records, ordirect or coerce otherstodo so.

The educator shall comply with state regulations, written local school board policies and otherstate and
federal laws.

The educator shall apply for, accept, offer, orassign a position ora responsibility on the basis of
professional qualifications.

The educator shall not make threats of violence against school districtemployees, schoolboard members,
students, or parents/guardians of students.

The educator shall be of good moral character and be worthy to instruct or supervise the youth of this
state.

The educator shall notintentionally, knowingly, orrecklessly misrepresent his or heremployment history,
criminal history, and/ordisciplinary record when applying for subsequent employment.

The educator shall refrain from theillegal use or distribution of controlled substances and/or abuse of
prescription drugs and toxicinhalants.

The educator shall not be underthe influence of alcohol or consume alcoholicbeverages on school
property or during school activities when students are present.
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Ethical Conduct Toward Professional Colleagues

Standard 2.1

Standard 2.2

Standard 2.3

Standard 2.4

Standard 2.5

Standard 2.6

Standard 2.7

The educator shall notreveal confidential health or personal information concerning colleagues unless
disclosure serves lawful professional purposes orisrequired by law.

The educator shall not harm others by knowingly making false statements about a colleague orthe school
system.

The educator shall adhere to written local school board policies and state and federal laws regarding the
hiring, evaluation and dismissal of personnel.

The educator shall notinterfere with a colleague’s exercise of political, professional, or citizenship rights
and responsibilities.

The educator shall notdiscriminate against or coerce a colleague on the basis of race, color, religion,
national origin, age, gender, disability, family status, or sexual orientation.

The educator shall not use coercive means or promise of special treatmentin ordertoinfluence
professional decisions or colleagues.

The educator shall not retaliate againstany individualwho has filed acomplaint with the SBEC or who
providesinformation foradisciplinary investigation or proceeding underthis chapter.

Ethical Conduct Toward Students

Standard 3.1

Standard 3.2

Standard 3.3

Standard 3.4

Standard 3.5

Standard 3.6

Standard 3.7

Standard 3.8

Standard 3.9

The educator shall notreveal confidential information concerning students unless disclosure serves lawful
professional purposes oris required by law.

The educator shall notintentionally, knowingly, or recklessly treat astudentor minorina mannerthat
adversely affects orendangers the learning, physical health, mental health, orsafety of the student or
minor.

The educator shall notintentionally, knowingly, or recklessly misrepresent facts regardingastudent.

The educator shall notexclude astudent from participationinaprogram, deny benefitstoastudent, or
grant an advantage to a student on the basis of race, color, gender, disability, national origin, religion,
family status, or sexual orientation.

The educator shall notintentionally, knowingly, or recklessly engage in physical mistreatment, neglect or
abuse of a studentorminor.

The educator shall notsolicitorengage in sexual conduct ora romanticrelationship with astudent.

The educator shall notfurnish alcohol orillegal/unauthorized drugs to any person under 21 years of age
unlessthe educatorisa parent/guardian of that child or knowinglyallows any person under 21 years of age
unlessthe educatorisa parent/guardian of that child to consume alcohol orillegal/unauthorized drugsin
the presence of the educator.

The educator shall maintain appropriate professional educator-student relationships and boundaries based
on areasonably prudent educatorstandard.

The educator shall refrain from inappropriate communication with astudent or minor, including, but not
limitedto, electroniccommunication such as cell phone, text messaging, email, instant messaging, blogging,
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or othersocial network communication. Factorsthat may be consideredin assessingwhetherthe
communicationisinappropriate include, butare notlimitedto:

a) thenature, purpose, timingand amount of the communication;

b) thesubject matter of the communication;

¢) whetherthe communication was made openly, orthe educator attempted to conceal the commu-
nication;

d) whetherthe communication could be reasonablyinterpreted as soliciting;

e) sexual contactor a romanticrelationship;

f) whetherthe communication was sexually explicit; and

g) whetherthe communicationinvolved discussion(s) of the physical or sexual attractiveness or the
sexual history, activities, preferences, orfantasies of eitherthe educatororthe student.

Dress and Grooming
Policy DH

The dress and grooming of districtemployees should be clean, neat, inamannerappropriate fortheirassignments,andin
accordance with any additional standards established by their supervisors. Inappropriate attire isanyitemthat causesa
distraction to otheremployees/students or creates an unsafe environment. Thisincludes, butisnotlimited to, low-cut
blouses, clothing that exposes the navel, short dresses, unusual hair colorings, visible tattoos, nose rings, and other pierced
body parts (except ears).

Employee Discrimination, Harassment, and Retaliation
Policies DH, DIA

Discrimination
Discrimination againstan employeeis defined as conduct directed atan employee based onrace, color, religion, gender,
national origin, age, disability, or any other basis prohibited by law, that adversely affects the employee’s employment.

Harassment

Harassmentof a districtemployee or student motivated by race, color, religion, national origin, disability, genderorageisa
form of discrimination andis prohibited by law. The term, “employe e” includes formeremployees, applicants foremploy-
mentand unpaidinterns. While actingin the course of theiremployment, employees shall not engage in prohibited harass-
ment of other personsincluding Board members, vendors, contractors, volunteers, or parents/guardians. Asubstantiated
charge of harassmentwill resultin disciplinary action.

The term harassmentincludes repeated unwelcome and offensive slurs, jokes, or other oral, written, graphic, or physical
conduct relatingto an individual’s race, color, religion, national origin, disability, or age that creates an intimidating, hostile,
or offensive educational orwork environment.

Retaliation

Retaliation againsta person who makesagood faith report by bullying, discrimination, or harassment, including dating vio-
lence, is prohibited. Retaliation againstapersonwhois participatingin aninvestigation of alleged bullying, discrimination,
or harassmentis also prohibited. A person who makes a false claim, offers false statements, or refuse s to cooperate witha
districtinvestigation; however, may be subject to appropriate discipline. Retaliation againstastudent might occurwhena
studentreceivesthreatsfrom anotherstudentoran employee orwhenanemployee imposes an unjustified punis hment or
unwarranted grade reduction.

Retaliation does notinclude petty slights and annoyances from other students or negative comments from ateacherthat
are justified by astudent’s pooracademicperformance in the classroom. Retaliation mayinclude termination, refusal to
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hire, demotion, and denial of promotion, threats, unjustified negative evaluations, unjustified negative references, orin-
creased surveillance.

Individuals who believe they have been discriminated or retaliated against or harassed are encouraged to promptly report
such incidents to the campus principal, supervisor, and appropriate district official or ethics hotline. If the campus principal,
supervisor, or district officialis the subject of acomplaint, the complaint should be made directly to the Superintendent. A
complaintagainstthe Superintendent may be made directly to the Board. An employee who suspects or knows that a stu-
dentisbeingharassed by a school employee orby anotherstudentshall inform his or her principal orimmediate supervi-
sor.

Any allegation of harassment of students oremployees shallbe investigated and addressed. An employee may appeal the
decision of the principal orsupervisorregarding the investigation into the allegationsin accordance with the employee
complaintand grievance policy and procedures (See Complaints and Grievances). Tothe greatest extent possible, com-
plaints shall be treated as confidential. Limited disclosures may be necessary to complete athorough investigation. The
district will notretaliate againstan employee who in good faith reports perceived harassment. Additionalinformationis
available in the Board Policy DIA (LOCAL).

Sexual Harassment
Policies DH, DF, DHB, DIA, FFG, FFH, FFI

Employee-to-Employee

Sexual harassment of acoworkerisa form of discrimination andis prohibited by law. Sexual harassmentis defined as un-
welcome sexualadvances, requests for sexual favors, sexually motivated physical, verbal, or non-verbal conduct; orother
conduct or communication of asexual tender underthe following conditions:

e Submissiontosuchconductisexplicitly orimplicitly aterm or condition of employment;

e Submissiontoorrejection of such conductis used as the basisforemployment decisions; and

e Theconductisso severe, persistentorpervasive thatithasthe purpose oreffect of unreasonableinterfering with
an individual’s work performance or creates an intimidating, hostile, or otherwise offensive work environment.

Sexual harassmentincludes any instance of sexual assault, dating violence, domesticviolence, or stalking as definedin the
Violence Against Women Act (VAWA).

Employeeswho believe they have been subject to sexual harassment orbelieves thatanotheremployee orstudent has ex-
perienced sexual harassment are encouraged to come forward with complaints and should inform their principal, supervi-

sor, Title IX Coordinator, or Chief of Human Resources and Organization Transformation Officer. The district will promptly

investigateall allegations of sexual harassment and take appropriate disciplinary action.

Sexual Harassment of a Student
Policies FFI, FFH (LOCAL)

Sexual harassmentof astudentby an employeeorothersisstrictly prohibited. Sexualharassmentof astudentbya district
employeeorothersincludes both welcome and unwelcome sexual advances; requests for sexual favors; sexually motivated
physical, verbal, or nonverbal conduct; orother conduct or communication of asexual nature when a district employee or
others cause the studentto believe that the student must submitto the conductin order to participate inaschool program
or activity; or that the employee will make an educational decision based on whether or not the student submitstothe con-
duct; or the conduct isso severe, persistent, or pervasive that it affects the student’s ability to participate in or benefit from
an educational program oractivity, or otherwise adversely affects the student’s educational opportunities; or creates an
intimidating, threatening, hostile, orabusive educational environment. Sexual harassmentincludes any instance of sexu al
assault, dating violence, domesticviolence, or stalking as defined in the Violence Against Women Act. (VAWA).

Romanticor inappropriate social relationships between students and district employees are strictly prohibited.

Any sexual relationship between astudentand a district employeeis strictly prohibited, even if consensual.
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Examples of sexual harassment of astudent may include sexual advances, touchingintimate body parts or coercing physical
contact that is sexual in nature; jokes or conversations of asexual nature; and other sexually motivated conduct, communi-
cation or contact. Note: Necessary or permissible physical contact such as assisting a child by taking the child’s hand, com-
fortinga child with a hug, or other physical contact not reasonably construed as sexual in nature is not sexual harassment.

Employee-to-Student

Sexual harassment of students by employeesisaform of discrimination andis prohibited by law. Sexualharassment of
studentsincludes any welcome orunwelcome sexual advances; requests of sexualfavors, sexually motivated physical, ver-
bal or nonverbal conduct and otheroral, written, physical, or visual conduct of a sexual nature. Romanticorinappropriate
social relationships between districtemployees and students are strictly prohibited. Solicitation of aromanticrelationship
means deliberateorrepeated acts that can be reasonably interpreted as solicitingan inappropriate relationship character-
ized by an ardent emotional attachment or pattern of exclusivity. Other prohibited conductincludes the following:

e Engaginginsexually oriented conversations forthe purpose of personal sexual gratification;

e Telephoning/texting students athome or elsewhere (unless directly related to a school activity) and engagingin
inappropriate social relationships;

e Engagingin physical contact that would reasonably be construed as sexual in nature; and

e Enticingor threateningstudentsto getthemto engage in sexual behaviorin exchangeforgrades orotherschool -
related benefits.

Sexual abuse of a student by an employee is strictly prohibited. Sexual abuse may include, butis notlimited to fondling,
sexual assault, orsexual intercourse.

Employeeswho suspectastudentis being sexually harassed orabused by anothere mployeeare obligated to reporttheir
concernsto the campus administration. Failuretoreportwill resultindisciplinary action. All allegations of sexual harass-
mentor sexual abuse of a student by an employee oran adult will be reported tothe student’s parent/guardian and
promptlyinvestigated. Conductthat may be characterized as child abuse must be reported to the appropriate authorities,
as required by law. Employees with questions orconcernsrelatingtothe alleged sexualharassment of astude ntshould
contact the Executive Director of Human Resources — Talent Experience. Foradditionalinformation, see Board Policies DF
(LEGAL) and FFH (LOCAL).

Child Sexual Abuse

The district has established a plan foraddressing child sexualabuse, which may be accessed on the district website. Go to
Board & Governance, select “Board Policy” and search for FFH (Local). Itis importantto be aware of warningsigns that
couldindicate achild may have been oris being sexually abused. Sexual abuse inthe Texas Family Code is defined as any
sexual conduct harmful to a child’s mental, emotional, or physical welfare as well as afailure to make a reasonable effortto
prevent sexual conductwithachild. Anyone who suspectsthatachild hasbeen or may be abused or neglected has alegal
responsibility, under state law, for reporting the suspected abuse or neglect tolaw enforcement orto Child Protective Ser-
vices (CPS). Possible physical warning signs of sexual abuse could be difficulty sitting or walking, paininthe genital areas
and claims of stomachaches and headaches. Behavioral indicators mayincludeverbal references or pretend games of sex-
ual activity between adults and children, fear of being alone with adults of a particulargender, or sexually suggestive behav-
ior. Emotional warningsignsto be aware of include withdrawal, depression, sleeping and eating disorders, and problemsin
school. A childwho has experienced sexual abuse should be encouraged to seek outa trusted adult. Be aware as a par-
ent/guardian orothertrusted adult that disclosures of sexual abuse may be more indirect than disclosures of physical
abuse, anditisimportantto be calm and comforting. Reassure the child that he or she did the right thing by disclosing the
information. Asa parent/guardian of achild whois a victim of sexual abuse, the campus counseloror principal will provide
information regarding counselinginthe immediatearea. The Texas Department of Family and Protective Services (TDFPS)
also providesearly intervention counseling programs.

To find out what services may be available invarious counties, please visit the following Web address:
www.dfps.state.tx.us. Additional information may be found at:

http://www.tea.state.tx.us/index.aspx?id=2820
http://www.taasa.org/member/materials2.php
http://www.oag.state.tx.us
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Reports may be made to: The Child Protective Services (CPS) division of the Texas Department of Family and Protective Ser-
vices 1-800-252-5400 or on the web at http://www.txabusehotline.org.

Reporting Suspected Child Abuse
Policies DG, FFG, GRA

All employees with reasonable cause to believethata child’s physical or mental health or welfare has been adversely af-
fected by abuse or neglect, as defined by Texas Family Code 261.001, are required by state to make a reportto a law en-
forcementagency, Child Protective Services (CPS), or appropriate state agency (e.g., state agency operating, licensing, certi-
fying, or registering the facility) within 48 hours of the event that led to the suspicion. Alleged abuse orneglectinvolvinga
person responsible forthe care, custody, or welfare of the child (including ateacher) must be reported to CPS.

Employeesare alsorequired to make areportif they have reasonable cause to believethatan adult was a victim of abuse
or neglectasa child, and they determinein good faith that the disclosure of the informationis necessary to protect the
health and safety of anotherchild, elderly person, or person with a disability.

Reportsto Child Protective Services can be made online at
https://www.txabusehotline.org/login/default.aspx orto the Texas Abuse Hotline 1-800-252-5400. State law specifies that
an employee may not delegate to orrely on another person oradministrator to make the report.

Under state law, any person reporting orassistinginthe investigation of reported child abuse or neglectisimmunefrom
liability unless the reportis made in bad faith or with maliciousintent. Inaddition, the districtis prohibited from taking an
adverse employment action againsta certified orlicensed professional who, in good faith, reports child abuse or neglect or
who participatesinaninvestigation regarding an allegation for child abuse or neglect.

An employee’s failure to make the required report may resultin prosecution asa Class A misdemeanor. The offense of fail-
ure to report by a professional may be astate jail felonyifitis shownthe individual intended to conceal the abuse or ne-
glect. In addition, acertified employee’s failure to report may resultin disciplinary procedures by SBECfor a violation of the
Texas Educator’s Code of Ethics.

Employeeswho suspectthata studenthas been or may be abused or neglected should also report theirconcernsto the
campus principal. Thisincludesstudents with disabilities who are no longer minors. Employees are notrequired to report
theirconcernsto the principal before makingareportto the appropriate agency.

Reportingthe concernto the principal does notrelieve the employee of the requirement duty to reportto the appropriate
state agency. In addition, employees must cooperate with investigators of child abuse and neglect. Interferencewitha
child abuse investigation by denyinganinterviewer’s request tointerview astudentata school or requiring the presence of
a parent/guardian or school administrator against the desires of the duly authorized investigatoris prohibited.

Under state law, an employee is prohibited from using orthreatening to use a parent’s/guardian’s refusal to consent to
administration of a psychotropicdrug or to any psychiatricor psychological treating ortreatment of a child as the sole basis

for makinga report of neglect, unless the employee has cause to believe that the refusal:

e Presentsasubstantial risk of death, disfigurement, or bodily injury tothe child; or
e Thishas resultedinanobservable and material impairmentto the growth, development, or functioning of the child.

Sexual Abuse and Maltreatment of Children
The district has established a plan for addressing child sexualabuse and other maltreatment of children, which are ad-

dressed as part of the Annual Staff Training series: Non-Instructional Employees complete seven courses. Instructionalem-
ployeescomplete 12 courses. Central Office employees complete sixcourses.
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As an employee, itisimportantto be aware of warning signs that could indicate a child may have been or is being sexually
abused or otherwise maltreated. Sexualabuse inthe Texas Family Code is defined as any sexual conduct harmfultoa
child’s mental, emotional, or physical welfare as well as failureto make a reasonable effort to prevent sexual conduct with a
child. Maltreatmentis defined asabuse orneglect. Anyone who hasreasonable cause to believethatachild has beenor
may be abused or neglected has alegal responsibility under state law for reporting the suspected abuse or neglect follow-
ingthe proceduresdescribedin Reporting Suspected Child Abuse.

Dating Violence, Harassment, “Sexting”, Retaliation, Bullying and Discrimination

Fort Bend ISD believesthatall studentslearn bestinanenvironmentfree from dating violence, discrimination, harassment
and retaliation and thattheirwelfare is best served when they are free from this prohibited conduct while attending school.
Students are expected to treat otherstudents and district employees with courtesy and respect and to avoid behaviors
known to be offensive. districtemployees are expected to treat students with courtesy and respect. The Board of Trustees
has established policies and proceduresto prohibitand promptly respond toinappropriate and offensive behaviorsthat are
based on a person’srace, color, religion, gender, national origin, disability, or any other basis prohibited by law.

Dating Violence

Datingviolence occurswhena personina current or past dating relationship uses physical, sexual, verbal, oremotional
abuse to harm, threaten, intimidate, or control the other personinthe relationship. Thistype of conductis considered har-
assmentif the conductis so severe, persistent, or pervasive thatitaffects the student’s ability to participate in our benefit
from an educational program or activity; creates anintimidating, threatening, hostile, or offensive educational environ-
ment; or substantially interferes with the student’s academic performance. 23 examples of dating violence against a stu-
dentmay include, butare notlimited to, physical or sexual assaults, name -calling, put-downs, threats to hurt the student or
the student’sfamily members ormembers of the student’s household, destroying property belonging to the student,
threatsto commitsuicide orhomicide if the student ends the relationship, attemptstoisolatethe student from friends and
family, stalking, orencouraging others to engage tin these behaviors.

Harassment

Harassment, in general terms, is conduct so severe, persistent, or persuasive thatit affects the student’s ability to partici-
pate in or benefitfroman educational program or activity; creates anintimidating, threatening, hostile, or offensive educa-
tional environment; or substantially interferes with the student’s academic performance. This prohibition extends to dating
violence, asdefined in Board Policy FFHand may meetthe definition of bullyingin some cases, as defined in Board Policy
FFl. A copy of the district’s policyisavailable inthe principal’s office and in the superintendent’s office.

Examples of harassment mayinclude, butare not limited to, offensive or derogatorlanguage directed ata person’s reli-
gious beliefs or practices, accent, skin color, sexual orientation or need foraccommodation; threatening orinti midating
conduct; offensive jokes, name-calling, slurs, or rumors; physical aggression or assault; graffiti or printed material promot-
ingracial, ethnic, or other negative stereotypes; or otherkinds of aggressive conduct such as theft or damage to property.

Sexting

The Texas Legislature has directed the Texas School Safety Center, in consultation with the office of the attorney general, to
develop programs thatinform students, parents/guardians and staff about the possible legal and otherconsequencesof
sharingvisual material depictingaminorengaged in sexual conduct (also known as “sexting”). The programs mustinclude
the connections between bullying, cyber bullying, harassment and sexting. The Texas School Safety Center has developed
such a program, called Before You Text. It can be found at http://beforeyoutext.com. We encourage all middleand high
school students and their parents/guardians to view the program.

Discrimination
Discriminationis defined as any conduct directed at a student based on race, color, religion, gender, sex, national origin,
disability, age, orany other basis prohibited by law, that adversely affects the student.
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Anystudentwho believes he orshe has experienced dating violence, discrimination, harassment, or retaliation should im-
mediately reportthe problemto ateacher, counselor, principal, orother districtemployee. The student’s parent/guardian
may make a report.

| nvestigation of Report

While completing aninvestigation, the district will, to the extent possible, respect the privacy of the student. However,
limited disclosures may be necessary to conduct a thorough investigation and comply with law. Allegations of prohibited
conduct, whichincludes dating violence, discrimination, harassment, and retaliation, willbe promptly investigated. The
district will notify the parents/guardians of any student alleged to have experienced prohibited conductinvolvi ng an adult
associated with the district. Inthe event prohibited conductinvolves anotherstudent, the district will notify the par-
ents/guardians of the student alleged to have experienced the prohibited conduct when the allegations, if proven would
constitute aviolation as defined by policy. If the district’s investigation indicatesthat prohibited conduct occurred, appro-
priate disciplinary or corrective action will be taken to address the conduct. Astudentor parent/guardian whois dissa tis-
fied with the outcome of the investigation may appeal in accordance with Board Policy FNG (LOCAL). Absent extenuating
circumstances, the investigation should be completed within then district business days from the date of the report; how-
ever, the investigator shall take additional timeif necessary to complete athorough investigation. The investigator shall
prepare a written report of the investigation. The reportshall include a determination of whether prohibited conduct or
bullying occurred. The reportshall be filed with the district official overseeing the investigation.

Reports concerning prohibited conduct, including reports against the Title IX Coordinator or ADA/Section 504 Coordinator,
may be directed tothe Superintendent. Areportagainstthe Superintendent may be made directly tothe Board. Ifareport
ismade directly to the Board, the Board shall appointan appropriate person to investigate.

No Place for Hate

In Fort Bend ISD, we believethereis NO Place for Hate. All students have the right to receive aquality educationinabully-
free environment. If you or your child feels bullied in any way, please contactateacher, counselor, orschool administrator.
For more information about No Place for Hate Schools:
http://regions.adl.org/southwest/news/southwet-region-ends-school.html

Bullyingand Cyberbullying
Policies FFH, FFI

Bullying means engagingin written or verbal expression, expression through electronicmeans, or physical conduct that oc-
curs on school property, ata school-sponsored or school-related activity, orin avehicle operated by the district and that:

e Has the effector will have the effect of physically harmingastudent, damaginga student’s property, orplacinga
studentinreasonable fearof harmto the student’s person or of damage to the student’s property; or

o |[ssufficiently severe, persistent, and pervasive enough that the action orthreat creates an intimidating, threaten-
ing, or abusive educationalenvironment forastudent; or

e Materially and substantially disrupts the educational process orthe orderly operation of a classroom or school; or

e Infringesontherightsof the targeted studentatschool.

This conduct is considered bullyingifit:

e Exploitsanimbalance of powerbetween the student perpetratorand the studentvictim through written orverbal
expression or physical conduct; and
e Interfereswithastudent’s education orsubstantially disrupts the operation of aschool .

The district prohibits retaliation by astudent or district employee against any person who in good faith makes a report of
bullying or cyberbullying, serves as a witness, or participatesin aninvestigation. Retaliation mayinclude, butisnotlimited
to threats, rumorspreading, ostracism, and assault, destruction of property, unjustified punishments, orunwarranted
grade reductions. Astudent, whointentionally makes afalse claim, offers false statements, orrefuses to cooperate witha
districtinvestigation regarding bullying shall be subject to appropriate disciplinary action. Cyberbullying means bullying
that isdone usingany electroniccommunication device, including using acellular or other type of telephone, computer,
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camera, electronicmail, instant messaging, text messaging, social media application, internet website, orany otherinter-
net-based communication tool.

Procedures for Reporting Allegations of Bullying

The district prohibits bullying on school property, at school-sponsored or school-related activities on or off school property,
orin anyvehicle operated by the district, or Cyberbullying that occurs off school property or outside of a school-sponsored
or school-related activity. Bullying may be verbal or written expression or expression through electronic means, or physical
conduct. The districtand any student or parent/guardian of astudentwho believes that the student oranotherstudent
has experienced bullying does nottolerate bullyingorthata studenthasengagedin bullyingis encouraged toimmediately
reporttheincident.

Students or parents/guardians may reportan alleged incident of bullying, orally orin writing, to a teacher, counselor, prin d-
pal or otherdistrictemployee. Students or parents/guardians may contact the district to obtainan incidentreportform
that may be used to submitthe complaint. Please note thatafter submission of the complainttothe districtemployee, the
district may assign the complainttoa campus administratorto follow up on the submitted complaintand any otherim-
portant matters pertainingtothe complaint. We encourage youto communicate with your designated campus administra-
tor duringthistime. Information aboutthe district’s bullying policy can be found at http://pol.tasb.org/Pol-
icy/Code/483?filter=FFI orthe campus administration office. Reports of bullying shall be made as soon as possible afterthe
alleged actor knowledge of the alleged act. A failure toimmediately report mayimpairthe district’s ability to investigate
and address prohibited conduct. Toobtain assistance and intervention, astudentwho believes that he or she has experi-
enced bullying orbelieves thatanotherstudent has experienced bullying should immediately reportthe alleged actsto a
teacher, counselor, principal, orother districtemployee. Any districtemployee who observes, overhears, suspectsorre-
ceives notice thata studentorgroup of students has or may have experienced bullying, cyberbullying, or retaliation shall
immediately notify the principal ordesignee. Areport may be made verbally, in writing, oranonymously. The principal or
designee shall reduce any oral report to written form. Anyone may anonymouslyreportthrough atelephone hotline, elec-
tronicmessage system, or otheravailable means. Astudentshall notbe requiredtoreport prohibited conduct to the per-
son alleged to have committed the conduct.

Ifan incident of bullying or cyberbullyingis confirmed, the principal or designee shall promptly notify the paren ts/guardians
of the victim and of the student who engaged in bullying. If the results of an investigationindicate that bullying or cyber-
bullying occurred, the district shall promptly respond by taking appropriate disciplinary actionin accordance with the dis-
trict’s Student Code of Conduct and may take corrective action reasonable calculated to address the conduct. Atargeted
studentwhoisvictim of bullying or cyberbullying and who used reasonable self-defense in response to the bullying or
cyberbullying shall not be subjectto disciplinary action. The principal or designee shall notify the victim, the student wh o
engagedinbullying, and any students who witnessed the bullying of available counseling options.

On the request of a parent/guardian or other person with authority to act on behalf of astudent whois a victim of bullying
or cyberbullying, the Board orits designeeshall transfer the victim to:

e Anotherclassroomatthe campusto which the victim was assigned at the time the bullying occurred; or
e A campusin the district otherthanthe campusto which the victim was assigned at the time the bullying occurred.

The Board may transferthe studentwho engagedin bullyingto:

e Anotherclassroomatthe campusto which the victim was assigned at the time the bullying occurred; or

e A campusinthedistrictotherthanthe campusto which the victim was assigned at the time the bullying occurred,
in consideration with a parent/guardian or other person with authority to act on behalf of the student who engaged
inbullying.

The transfer of a student with a disability who receives special education services and who engaged in bullying/cyberbully-

ing may be made only by a duly constituted ARF committee under Education Code 37.004. The discipline of astudentwith
a disabilityissubjecttoapplicable state and federallaw in addition to the Student Code of Conduct.
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The Board designee shall verify that a student has been avictim of bullying or cyberbullying before transferring the student
to anothercampus. The Board may consider past student behavior when identifying bullies. The determination by the
Board or designee is finaland may not be appealed. The proceduressetforth inthe Education Code [See PETITIONS AND
OBJECTIONS, PROCEDURE, above] do not apply to a transfer underthis provision. Education code 25.0342 for more infor-
mation about these policies, please access the district’s policy online at http://pol.tasb.org/Home/Index/483.

Technology Resources
Policy CQ

All network and computerequipment are the property of Fort Bend ISD. The district’s technology resources, includingits
networks, computer systems, e-mail accounts, and devices connected to its networks, and all district-owned devices used
on or off school property, are primarily foradministrativeand instructional purposes. Assuch, all copyrightlaw s and fed-
eral and state laws regarding electronicdata transfer orcommunication will be strictly adhered to and enforced. Thisin-
cludes, butisnot limited to, making copies of copyrighted software, logging onto bulletin boards, invading networks or
computersystems orfilesto alterinformation therein (viruses or unauthorized data manipulation)and bringing unauthor-
ized software into the labs, classrooms or offices.

Duplication of any software, except for backup and archival purposes, from any facility /campusin Fort Bend ISD’s computer
labs, classrooms, or offices is strictly prohibited.

Electronicmail transmissions and other use of technology resources are not confidential and can be monitored atany time
to ensure appropriate use.

Employeesare required to abide by the provisions of the district’s acceptable and administrative procedures. Any em-
ployee found violating these laws orrules may be subject to civil and criminal penalties and/orimprisonment and will be
referred fordisciplinary action, including, but not limited to, suspension oraccess or termination of privileges. Suspected
misuse of software should be reported to an administrator or Campus Instructional Technology Specialist.

Personal Use of Electronic Communications
Policies CQ, DH

Electroniccommunicationsinclude all forms of social media, such as text messaging, instant messaging, electronic mail
(email), web logs (blogs), wikis, electronicforums (chat rooms), video-sharing websites (e.g., YouTube), editorial comments
posted onthe Internet, and social network sites (e.g., Facebook, Twitter, Linkedin, Instagram, Snapchat, TikTok). Electro nic
communications alsoinclude all forms of telecommunication such as landlines, cell phones, and web-based applications.
Acceptable Use

The purpose of the FBISD network isto supportresearch and educationinand among academicinstitutionsinthe U.S. by
providing access to unique resources and the opportunity forcollaborative work. Accesstothe district’s technology re-
sources, including the Internet, shallbe made available to employees exclusively forinstructional and administrative pur-
posesandin accordance with administrative regulations.

Employeeswho are authorized to use the system are required to abide by the provisions of the acceptable use policy and
administrative procedures. Failure todoso can resultinsuspension of access ortermination of privileges and may lead to
disciplinary action.

All district employees authorized to access sensitive or confidential student oremployeeinformation are expected to main-
tain the security of the storage, access, transmission and transportation of such information. Any breach of the security of
such information may lead to disciplinary action.

As role models forthe district’s students, employees are responsible fortheir publicconduct even when they are not acting
as districtemployees. Employees will be held to the same professionalstandardsintheir publicuse of electroniccommuni-
cations as they are forany other publicconduct. If an employee’s use of electroniccommunications interferes with the
employee’s ability to effectively perform his/herjob duties, the employee is subject to disciplinary action, up toand inclu d-
ing termination of employment. If anemployeewishesto use a social network site or similar media for personal purposes,
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the employee isresponsibleforthe contentonthe employee’s page, including contentadded by the employee, theem-
ployee’s friends, ormembers of the publicwho can access the employee’s page, and for web links on the employee’s page.
The employeeisalsoresponsible for maintaining privacy settings appropriateto the content.

An employee who uses electroniccommunications for personal purposes shal |l observe the following:

e Theemployee maynotsetupor update the employee’s personal social network page(s) usingthe district’s com-
puters, network, orequipment.

e Theemployee shalllimituse of personal electroniccommunication devicestosend orrece ive calls, text messages,
pictures, and videos to breaks, mealtimes, and beforeand after scheduled work hours; unless thereisanemer-
gency, or the useis authorized by asupervisorto conduct district business;

e Theemployee maynotshare or post, inany format, information, videos, or pictures obtained while on duty oron
district business unless the employee first obtains written approval from the employee’s immediate supervisor.
Employeesshould be cognizantthat they have access to information and images that, if transmitted to the public,
couldviolate privacy concerns; and

e Theemployee continuesto be subjecttoapplicable state and federal laws, local policies, administrative regulations,
and the Texas Educator’s Code of Ethics, even when communicating regarding personal and private matters, re-
gardless of whetherthe employee using private or publicequipment, on or off campus. These restrictionsinclude:

o Confidentiality of student records; [See Policy FL]

o Confidentiality of health or personal information concerning colleagues, unless disclosure serves
lawful professional purposes oris required by law; [See Policy DH (EXHIBIT)]

o Confidentiality of district records, including educator evaluations and private e-mail addresses; [See
Policy GBA] copyrightlaw; and [See Policy CY]

o Prohibition against harming others by knowingly making false statements about a colleague orthe
school system. [See Policy DH (EXHIBIT)]

Electronic Communications between Employees and Students, and Parents
Policy DH

A certified licensed employee, orany otheremployee designated in writing by the Superintendent/Designee or campus
Principal may use electroniccommunications with students who are currently enrolled in the district. The employee must
comply with the provisions outlined below. Electroniccommunication between all otheremployees and students who are
enrolledinthe districtis prohibited.

Employeesare notrequired to provide students with their personal phone number or e -mail address.

An employee is not subject to the provisions regarding electroniccommunications with astudent to the extent the em-
ployee has a social orfamily relationship with astudent. Forexample, an employee may have arelationship with aniece or
nephew, astudentwhoisthe child of an adultfriend, astudentwhoisa friend of the employee’s child, ora memberor
participantinthe same civic, social, recreational, orreligious organization. Anemployeewho claims an exception based on
social relationship shall provide written consent from the student’s parent/guardian.

The written consentshallincludean acknowledgement by the parent/guardian that:

e Theemployee has provided the parent with a copy of this protocol;

e Theemployee andthe student have asocial relationship outside of school;

e The parent/guardian understands that the employee’s communications with the student are expected from district
regulation; and

e The parent/guardianissolely responsible for monitoring electroniccommunications between the employee and the
student.
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The following definitions apply forthe use of electroniccommunications with students:

e Electroniccommunications meansany communications facilitated by using any electronicdevice, including atele-
phone, cellulartelephone, computer, computer network, personal data assistant, or pager. Thetermincludese-
mail, text messages, instant messages, and any communication made through an Internet website, including aso-
cial mediawebsite orasocial networking website;

e Communicate meansto conveyinformationandincludes aone-way communication as well asadialogue between
two or more people. Apubliccommunication by an employee thatis nottargeted at students (e.g., apostingon
the employee’s personal social network page ora blog) isnota communication; however, the employee may be
subjecttodistrict regulations on personal electroniccommunication. See Personal Use of Electronic Communica-
tions;

e Unsolicited contactfrom a student through electronicmeansis not a communication; and

o Certifiedorlicensed employee means aperson employedin a position requiring SBEC certification ora professional
license, and whose job duties may require the employee to communicate electronically with students. The term
includes classroom teachers, counselors, principals, librarians, paraprofessionals, nurses, educational diagnosti-
cians, licensed therapists, and athletictrainers.

An employee who communicates electronically with students shall observe the following:

e Theemployeeis prohibited from knowingly communicating with students using any form of electroniccommunica-
tions, including mobileand web applications, that are not provided or accessible by the district unless aspecific
exceptionisnotedbelow;

e Onlyateacher, trainer, orotheremployee who has an extracurricular duty may use text messaging, and then only
to communicate with students who participate in the extracurricularactivity over which the employee has responsi-
bility. Anemployee who communicates with astudent using text messaging shall comply with the following proto-
col:

o Theemployeeshallinclude atleast one of the student’s parents/guardians as a recipient on each
text message to the studentsothat the studentand parent/guardian receivethe same message;

o Theemployee shallinclude his or herimmediate supervisoras a recipient on each text message to
the studentsothat the studentand supervisorreceive the same message; and

o Foreachtextmessage addressedtoone ormore students, the employee shall send a copy of the
text message to the employer’s district e-mail address.

e The employee shalllimitcommunications to matters within the scope of the employee’s professional responsibili-
ties (e.g., forclassroom teachers, matters relating to class work, homework, and tests; foran employee with an ex-
tracurricular duty, mattersrelating to the extracurricularactivity);

e Theemployeeisprohibited from knowingly communicating with students through a personal social network page;
the employee must create aseparate social network page (“professional page”) forthe purpose of communicating
with students. The employee must enable administration and parents to access the employee’s professional page;
applicationatany time;

e Theemployee shallnot communicate directly with astudent between the hours of 6:00 p.m. and 7:00 a.m. An em-
ployee may, however, make public poststo social network site, blog, or similarapplication atany time;

e Theemployee doesnot have arightto privacy with respectto communications with students and parents/guardi-
ans;

e Theemployee continuestobe subjecttoapplicablestate and federal laws, local policies, administrative regulations,
and the Texas Educator’s Code of Ethicsincluding:

o Compliance withthe Publicinformation Actand the Family Educational Rights and Privacy Act
(FERPA), including retention and confidentiality of studentrecords (See Policies CPCand FL);

o CopyrightLaw (See Policy CY);and

o Prohibitions against soliciting orengagingin sexual conduct ora romanticrelationship with a stu-
dentor minor(See Policy DH).
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e Upon requestfromadministration, an employee will provide the phone number(s), social network site(s), or other
information regarding the method(s) of electronic media the employee uses to communicate with one or more cur-
rently enrolled students;

e Upon written requestfrom a parent/guardian or student, the employee shall discontinue communicating with the
studentthrough e-mail, text messaging, instant messaging, orany otherform of one-to-onecommunication;

e Anemployee may requestan exception to one or more of the limitations above by submittinga written request to
his/hersupervisor; and

e Anemployee shallnotify his orhersupervisorin writing within one business day if astudentengagesinan im-
properelectroniccommunication with the employee. The employeeshould describe the formand content of elec-
troniccommunication.

Digital Citizenship

Users are expectedto abide by the generally accepted rules of digital citizenship. These include, b utare notlimited to, the
following:

e Be polite;

e Use appropriate language; swearing, vulgarity, ethnicorracial slurs, inappropriate jokes or cartoons, and any other
inflammatory languageis prohibited;

e Revealingpersonal addresses or phone numbers of the user or othersis prohibited; and

e Usingthe networkinsucha way that would disruptthe use of the network by otherusersis prohibited.

Use of the FBISD technology resources, including electronic mail transmissions, shallnot be considered confidential and
may be monitored atany time. Any useridentified asa security risk or having a history of problems with other computer
systems may be denied access.

Vandalism

Any malicious attempt to harm or destroy district equipment or materials, data of another userof the district’s system, or
any of the agencies or other networks thatare connected to the internetis prohibited. Deliberateattemptsto degrade or
disruptsystem performance may be viewed as violations of district policy and administrative procedures and possibly, as
criminal activity underapplicable state and federal laws. Thisincludes,butis notlimitedto, uploading or creating compu ter
viruses. Vandalism, as defined above, willresultin the cancellation of system use privileges and willrequirerestitution for
costs associated with systemrestoration, hardware, or software costs.

World Wide Web

All “home pages” created forthe Fort Bend ISD website must be submitted to the Community Relations Department for
approval priorto posting. Foradditional information regarding the district’s Electronic Communication and Data Manage-
ment policy and procedures, referto Sections CQ (LOCAL) and CQ-R of the Fort Bend ISD Board Policy.

Cellular Phones
Fort Bend ISD employees may have in their possession mobile phones and/or paging devices.
The following shallapply:
e Cellularphones/paging devices shall remain off duringinstructional time;
e Teachersmay use cellularphones/paging devices in school buildings for business calls, including parent/guardian
contacts, only during planning periods and other off duty time during the instructional day; and

e (Callsandtext messagesshall notbe senttostudents. Anexception may be made foremployeesincharge of
school-sponsored activities oreventsif the call/text directly relates to such an event.
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Public Information on Private Devices
Policy DH

Employees should not maintain districtinformation on privately owned devices. Any districtinformation must be for-
warded or transferred to the district to be preserved. The district will make reasonable efforts to obtain publicinformation
incompliance with the PublicInformation Act. Reasonable efforts may include:

e \Verbal orwrittendirective; and
e Remote accessto district-owned devices and services.

Reporting Crime
Policy DG

The Texas Whistleblower Act protects district employees who make good faith reports of violations of law by the districtto
an appropriate law enforcement authority. The districtis prohibited from suspending, terminating the employment of, or
taking otheradverse personnel action against, an employee who makes areportunderthe Act. State law also provides
employees withthe righttoreporta crime witnessed atthe school to any peace officer with authority toinvestigate the
crime.

Alcohol and Drug Abuse Prevention
Policies DH, DHE

Fort Bend ISD is committed to maintainingan alcohol and drug-free environment and will not tolerate the use of alcohol or
illegal drugsinthe workplace. Employees who use orare underthe influence of alcohol orillegal drugs are defined by the
Texas Controlled Substances Act during working hours’ may be terminated. The district’s policy on drugabuse and drug-
free school states:

Employeesshall not manufacture, distribute, dispense, possess, use, or be underthe influence of any of the following sub-
stances during the workday, or at school-related activities during or outside of the usual working hours; any controlled sub-
stance or dangerous drug as defined by law, alcohol orany alcoholicbeverage, any abusableglue, paint orchemical forin-
halation, any otherintoxicant, ormood-changing, mind-altering, or behavior-altering drugs.

It shall notbe considered aviolation of policy if the employee possesses, or dispenses asubstance listed above as part of
the employee’s job responsibilities; uses or possesses a controlled substance ordrugauthorized by a licensed physician pre-
scribed forthe employee’s personal use; or possesses a controlled substance ordrugthata licensed physician has pre-
scribed forthe employee’s child or otherindividualforwhom the employee is alegal guardian.

If a supervisorhasreasontobelieve,anemployeeisinvolvedin work-related misconduct related to drugs or alcohol, the
employeewillbe immediately removed from duty and required to submitto a drug/oralcohol test. An employee needsto
be legally intoxicated to be considered “underthe influence” of one of these items. Employees who violate this prohibition
shall be subjecttodisciplinary sanctions. Such sanctions may include termination of employment with the district, and re-
ferral to appropriate law enforcement officials.

Criminal History Background Checks
Policy DBAA

Employees, including substitutes and student teachers, willbe subjectto areview of their criminal history record infor-
mation at any time duringemployment. National criminal history checks based onanindividual’s fingerprints, photo and
otheridentification will be conducted on certain employees and entered into the Texas Department of Public Safety (DPS)
Clearinghouse. This database providesthe districtand State Board of Education (SBEC) with access to an employee’s cur-
rent national criminal history and updates to the employee’s subsequent criminal history.

Employee Arrests and Convictions
Policy DH
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An employee must notifythe Legal Services Departmentin writing within three calendardays of any arrest, indictment,
conviction, no contest orguilty plea, orotheradjudication of any felony and any of the otheroffenses listed below:

e Crimeinvolvingschool property orfunds;

e Crimesinvolving attempts by fraudulent or unauthorized means to obtain oralterany certificate or permitthat
would entitle any personto hold orobtain a position as educator;

e Crimesthatoccur whollyorin part on school property orat a school-sponsored activity; and

e Crimesinvolving moral turpitude.

Moral turpitude includes the following:

e Dishonesty;

e Fraud;
e Deceit;
Theft;

e Misrepresentation;

e Deliberate violence;

e Base,vile, ordepraved actsthat are intended to arouse or gratify sexual desire of the actor;

e Crimesinvolvingany felony possession or conspiracy to possess, orany misdemeanor or felony transfer, sale, distri-
bution, or conspiracy to transfer, sell ordistribute any controlled substance;

e Feloniesinvolving driving while intoxicated (DWI); and

e Acts constitutingabuse or neglectunderthe Texas Family Code.

If an educatorisarrested or criminally charged, the superintendentis also required toreportthe educators’ criminal history
to the Division of Investigations at TEA.

P ossession of Firearms and Weapons
Policies DH, FNCG, GKA

Employees, visitors, and students, including those with alicenseto carry a handgun, are prohibited from bringing firearms,
display of firearms, knives, clubs, or other prohibited weapons onto school premises (i.e., building or portion of a building),
districtownedvehicle orany grounds or building whereaschool-sponsored activity takes place. A person, includinganem-
ployee, who holds alicense to carry a handgun may transport or store a handgun or otherfirearm orammunitionina
locked vehicle inaparkinglot, garage, or other district provided parking area, provided the handgun or firearm orammuni-
tionis properly stored, and notin plainview. To ensure the safety of all persons, employees who observe orsuspectavio-
lation of the district’s weapons policy should reportittotheirsupervisors orcall the FBISD Police Department (281) 634-
5500 immediately.

Tobacco Products and E-Cigarette Use
Policies DH, FNCD, GKA

State law prohibits smoking or using tobacco products (including smokeless products, electronic cigarettes, and any other
electronicvaporizing device) on all district-owned property and atall school related or school-sanctioned activities on or off
school property. Thisincludesall buildings, playground areas, parking facilities and facilities used forathletics and oth er
activities. Drivers of district-owned vehicles are prohibited from smoking or using tobacco products (including smokeless
products, electroniccigarettes, and any otherelectronicvaporizing device) while inside the vehicle. Notices statingthat
smokingis prohibited by law and punishable by afine are displayed in prominent placesin all school buildings.

Fraud and Financial Impropriety
Policy CAA
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Allemployees are expected to act with integrity and diligence in duties involving the district’s financial resources. All em-
ployeesshall be responsible forthe detection, prevention and reporting of fraud, misappropriations, and otherirregulari-
ties. Each employeeshall be familiar with the types of improprieties that might occur within his or her area of responsibility
and shall be alertforany indication of irregularity. The district prohibits fraud and financial impropriety, as defined below.
Fraud and financial impropriety include, butis notlimited to, the following:

e Forgeryor unauthorized alteration of any document oraccount belonging to the district;

e Forgeryor unauthorized alteration of acheck, bank draft, or any other financial document;
Misappropriation of funds, securities, supplies, orother district assets, including employee work time;

e Improprietyinthe handling of money orreporting of district financial transactions;

e Profiteeringasa resultof insider knowledge of districtinformation or activities;

e Unauthorized disclosure of confidential or proprietary information or activities;

e Unauthorized disclosure of investment activities engaged in or contemplated by the district;

e Acceptingorseekinganything of material value from contractors, vendors, or other persons providing services or
materials to the district, exceptas otherwise permitted by law or district policy;

e Destroying, removing, orinappropriately using records, furniture, fixture, orequipment;

e Failingtoprovide financialrecords required by federal, state orlocal entities;

e Failure todisclose conflicts of interest as required by law or district policy;
Any otherdishonestactregardingthe finances of the district; and

e Failure to comply with requirementsimposed by law, the awarding agency, or a pass-through entity for state and
federal laws.

Conflict of Interest
Policy CB, DBD

Employeesare required to disclose in writing to the district any situation that created a potential conflict of interest with
properdischarge or assigned duties and responsibilities or creates a potential conflict of interest with the bestinterests of
the district. Thisincludesthe following:

A personal financialinterest;
e Abusinessinterest;
e Anyotherobligation orrelationship;or
e Non-school employment.

Employeesshould contact their supervisor foradditionalinformation.

Gifts or Favors
Policy DBD

Employees must notaccept gifts or favors that could influence, or be construed to influence, the employee’s discharge of
assigned duties. The acceptance of a gift, favor, or service by an administrator orteacherthat might reasonable tend to
influencethe selection of textbooks, electronictextbooks, instructional materials ortechnological equipment may resultin
prosecution of a Class B misdemeanor offense. This does notinclude staff development, teachertraining, orinstructional
materials, such as maps or worksheets, that convey information to students or contribute to the learning process.

Nepotism
Policy DBE

Personsina supervisory position shallavoid all appearances of impropriety and notdirectly orindirectly supervise arelative
or person whoresidesintheirhousehold. Anapplicant, whetherinternal orexternal, shall notbe hired by the districtin
any full-time, part-time, ortemporary position when the applicant would directly orindirectly be supervised, or be supervi-
sory to, a current districtemployee whois related to the applicant within the third degree of consanguinity or second de-
gree of affinity, as defined by the state nepotism statutes.
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For the purpose of this policy, direct orindirect supervision exists when the applicant orthe current employee would, under
an existing policy or procedure, be required to approve an employment action or would have authority overterms or co ndi-
tions of employment of the other.

When a personina supervisory position who would directly orindirectly be supervised by, or be supervisory to, acurrent
employeethrough marriage orwhoisrelated to the supervised employee within the third degree of consanguinity orsec-
ond degree of affinity, as defined below, one of the parties shall be transferred to another position within the district for
which he or sheis qualified as soon as such a positionisavailable.

The consequences foranindividual who fails to reporttothe appropriate supervisor arelationship of the first, second or
third degree of consanguinity shallresultin disciplineup to and including termination.

No employee shallinitiate or participate in, directly orindirectly, decisions involving a direct benefit to members of his or
immediate family orhousehold. Household shall include individuals regularlysharing the employee’s residence.

An individual’s relatives within the third degree by consanguinity are the individual’s:

e Parent/guardianorchild (firstdegree);

e Brother,sister, grandparent, orgrandchild (second degree); and

e Great-grandparent, great-grandchild, auntoruncle (whois a sibling of a parent of the person), nephewor niece
(whoisa child of a brotheror sister of the person) (third degree).

Affinity refersto arelationship created by marriage. Two individuals are related by affinity if they are married to each o ther
orifthe spouse of one of the individualsis ablood relative of the other. Anindividual’s relatives within the second degree
by affinity are:

e Anyone related by consanguinity tothe individual’s spouse within the first or second degree; or
o Thespouse of anyone related tothe individual by consanguinity within the first or second degrees.

Associations and Political Activities
Policy DGA

The district will not directly orindirectly discourage employees from participatingin political affairs orrequire any em-
ployee tojoinanygroup, club, committee, organization, orassociation. Employees may join orrefuse tojoin any profes-
sional association ororganization.

An individual’'semployment will not be affected by membership oradecision notto be a member of any employeeorgani-
zation that existsforthe purpose of dealing with employers concerning grievances, labor disputes, wages, rates of pay,
hours of employment, or conditions of work.

The use of district resourcesincluding work time for political activitiesis prohibited.
The district encourages personal participationinthe political process, including voting. Employees who needto be absent

fromwork to vote during the early voting period or on Election Day must communicate with theirimmediate supervisor
priorto the absence.

Charitable Contributions
Policy DG

The Board or any employee may not directly orindirectly require or coerce an employee to contribute to a charitable or-

ganizationorinresponse to a fund-raiser. Employees cannot be required to attend a meeting called for the purpose of so-
liciting charitable contributions. Inaddition, the Board orany employee may notdirectly orindirectly require or coerce an
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employeetorefrain from contributing to acharitable organization orinresponse to a fundraiser orattendinga meeting
calledforthe purpose of soliciting charitable contributions.

Safety
Polices CKSeries

The district has developed and promotes acomprehensive program to ensure the safety of its employees, students, and
visitors. The safety programincludes guidelines and procedures for responding to emergencies and activitiesto helpre-
duce the frequency of accidentsand injuries. To preventor minimize injuries to employees, coworkers, and students and to
protectand conserve district equipment, employees must comply with the following requirements:

e Observe allsafetyrules;
e Alwayskeepworkareascleanandorderly atall times;
Immediately reportall accidents to theirsupervisor; and
e Operate only equipment or machines forwhich they have training and authorization.

While driving on district business, employees are required to abide by all state and local trafficlaws. Employeesdrivingon
district business are prohibited from texting and using otherelectronicdevices that require both visual and manual atten-
tion while the vehicle isin motion. Employees will exercise care and sound judgement on whetherto use hands -freetech-
nology while the vehicleisin motion.

Employees with questions or concerns relating to safety programs and issues can contact theirimmediate supervisor.

Visitors in the Workplace
Policy GKC

All visitors are expected to enterany district facility through the main entrance and signin or report to the building's main
office. Authorized visitors will receive directions or be escorted to theirdestination. Employees who observean unauthor-
izedindividual on the district premises should immediately direct him or herto the main office or contact the administrator
incharge. Allvisitorstothe schools, including parents/guardians, employees and Board members, are welcometo visit the
campus; however, prominent notices shall be posted at each campus that all visitors must first report to the principal’s of-
fice. Visitstoindividual classrooms during instructional time shallbe permitted only with the principal’s approval,and such
visits shall not be permitted if theirduration orfrequency interferes with the delivery of instruction or disrupts the normal
school environment. Employees should not encourage unauthorized visitors to the workplace.

Copyrighted Materials
Policy CYY

Employeesare expected to comply with the copyright laws relating to the unauthorized use, reproduction, distribution,
performance, or display of copyrighted materials (i.e., printed material, videos, computer data and programs, etc.) Elec-
tronicmedia, including motion pictures and otheraudiovisualworks, are to be usedinthe classroom forinstructional pur-
posesonly.

43 |Page



Complaints and Grievances

Grievances
Policy DGBA

To hear andresolve employee complaintsinatimely mannerand at the lowestadministrative level possible, the Board has
adopted anorderly grievance process. Employees are encouraged to discuss theirconcerns with their supervisors or an
appropriate administrator who has the authority to address the concerns. Employees are not prohibited from communi-
catingwitha member of the Board regarding district operations except when communication between an employee and
Board memberwould be inappropriate because of pending hearing orappeal related to the employee.

Informal resolution shall be encouraged but shall notextend any deadlines in the policy, except by mutual written consent.
Ifan informal conference regarding a concern fails toreach the outcome requested by the employee, he orshe mayinitiate
the formal grievance process by timely filinga written complaintform. Compliantformsand appeal notices may be filed by
hand-delivery, by electroniccommunication, including e-mail, fax or by U.S. Mail. Hand-delivered filings shall be timely filed
if received by appropriate administrator or designee by the close of business on the deadline. Filings submitted by elec-
troniccommunication shall be timely filed if they are received by the close of business onthe deadline, asindicated by the
date/time shown on the electroniccommunication. Mail filings shallbe timely filed if they are postmarked by U.S. Mail on
or before the deadlineandreceived by the appropriate administrator or designated representati ve no more thanthree
days after the deadline.

The district shall make reasonable attempts to schedule conferences ata mutually agreeable time. If the employeefailsto
appearat a scheduled conference, the district may hold the conference andissue adecisionin the employee’s absence.

The formal grievance process provides all employees with an opportunity to be heard up to the highestlevel of manage-
mentif they are dissatisfied with an administrative response. Once all administrative grievance procedures are exhausted,
employees may bring grievances to the Board of Trustees. The district’s policy concerning the process of bringing com-
plaintsand grievancesis foundin Board policy DGBA (LOCAL).

Neitherthe Board nor any district employeeshall unlawfully retaliate againstany employee for bringing a concern or com-
plaintunderthis policy. Complaints and appeals underthis policy shall be submitted in writingon aform provided by the
district. A copy of the grievance formisincluded atthe end of thishandbook and on the FBISD website at
www.fortbendisd.com.

Progressive Disciplinary Procedures

The progressive discipline procedures apply to all non-professional at-will employees of the district. Employees who com-
plete timesheets, use Kronos, the Absence and Substitute Management System, and receive pay for working overtime. The
progressive discipline process strives to address disciplinary issues where standards of conduct or performance are violated.
The district may change any progressive disciplinary step, orgroup in the discipline procedures as deemed necessary.

What is Progressive Discipline?

e Atooltoidentifyandaddress employee and employment related problems;
e Atoolusedto encourage employeesto modify behavior or performance to acceptable standards;
e Auniformmodel toaddress employee counseling, discipline, and documentation throughout the district.

Progressive Discipline is NOT

e Expectedtoaddresseach situation requiring corrective action that may arise in the workplace;
e Atoolto harass, intimidate, or punish employees;
e A wayto force an employeetoresign.
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An employee may be terminated for any legally permissible reason. Please understand it is not guaranteed that a super-
visor will start with the verbal warning. If an employee has received previous warnings or campuses have reported is-
sues, these will be taken into consideration. The severity of the offense will also determine the outcome.

Progressive Discipline Campus Procedures

It isthe campus administrator’s responsibility to conduct a full investigation should they receive information regarding a
Substitute who has notfollowed district policy whileon campus. Thisinformation appliestolong-term Substitutes and day-
to-day Substitutes. Theacampus administrator will completethe following steps:

e Speakto all witnessesinvolved and receive written statements;

e Requestawrittenstatementfromthe Substitute;
Campus administrator will hold a conference with the Substitute to discuss the reported behavior, and will provide
Positive Counseling/Coaching

e Campusadministrator will completethe Supervisory Log Form forthe Substitute tosign;

e Shouldthe campusadministratorintend to exclude the Substitute from their campus, the campus administrator
will communicate this to the Substitute.

All supervisory log forms are submitted to the Substitute Team. Dependingonthe behavior, the Substitute Team may take
furthernecessary discipline actions.

Substitute Exclusion

e Asubstitute canbe excluded fromany school site forany reason deemed necessary by the campus principal and
approved by an HR Representative;

e [fa Substitute is excluded fromaschool, a Supervisory Log Formissentto an HR Representative. The Substituteis
placed onthe school’s exclusion list by the HR Representative and the Substitute may not sub at that site again un-
less approved by the buildingadministrator;

e Ane-mail fromthe HR Representative describing the campus’s concerns willbe sent to the Substitute, so the Sub-
stitute canimprove as a classroom Substitute;

e A Substitute hastherighttosenda rebuttal lettertothe HR Representative;

e Ifnecessary, a Substitute may be called to meet with an HR Representative fordisciplinary action.

General Procedures

Emergency School Closing

The district may close because of severe weather, epidemics, or otheremergency conditions. When such conditions exist,
the Superintendent will make the official decision concerning the closing of the district’s facilities. Whenitbecomesneces-
sary to open late, torelease students early, orto cancel school, district officials will post a notice on the district’s website
and notify the following radio and television stations: KTRK-Radio 740 AM, KPRC-Channel 2, KHOU-Channel 11, KTRK-Chan-
nel 13, KRIV (FOX) Channel 26, KHW B-Channel 39and KXLN-Channel 45.

The Chief Communications Officer or designee will make all contacts and statements to mediarepresentatives. When
schoolis closed due to severe weather or other conditions, employees are asked to listed to theirradio or television for
information aboutwhoisorwho isnot to reportto work. AssistantSuperintendents and appropriate Chiefs relay the di-
rective to the appropriate administrators under their supervision, and in turn, each administrator notifies their respective
staff.
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Emergencies
Policies CKC, CKD

Each school shall have effective emergency procedures that can be implemented on short notice and will ensure optimal
safety forstudents and school personnel.

Allemployees should be familiar with the safety procedures for responding to emergencies, including a medical emergency.
Employeesshould locate evacuation diagrams posted intheirwork areas and be familiar with shelterin place, lockout, and
lockdown procedures. Emergency drills will be conducted to familiarize employees and students with safetyand evacua-
tion procedures. Each campus is equipped with an automaticexternal defibrillator. Fire extinguishers are located through-
out all district buildings. Employees should know the location of these devices and procedures fortheiruse.

Personal Records
Policies DBA, GBA

Most district records, including personnelrecords, are publicinformation and must be released upon request. In most
cases, an employee’s personal e-mailaddress is confidential and may not be released without the employee’s permission.
Employees may choose to have the following personal information withheld:

e Address;

e Phone number, including personal cell phone number;

e Emergency contactinformation; and

o Informationthatreveals whetherthe person hasfamily members.

The choice to not allow access to thisinformation or change an existing choice may be made at any time on “My Self-
Serve,” www.fortbendisd.com. New orterminated employees have 14 days after hire or terminationto submitarequest.
Otherwise, personal information listed above may be released to the publicuntil arequesttowithhold the informationis
submitted oranotherexception forrelease of information underby law applies. Anemployeeisresponsible for notifying
the districtif he or she issubjectto any exception fordisclosure of personal or confidential information.

Records Retention

Fort Bend ISD Records Management Program adheres to the Texas State Library Commission’s records retention schedules.
All records generated and maintained by the district are retained for the minimum period legally required. Those records,
for which permanentretentionisrequired, willbe maintained on microfilm. Once a record’s retention period has expired,
those records will then be destroyed in accordance with rules promulgated and designated in the Commission’s various
retention schedules.

The district is underno legal obligation to retain records beyond that records’ retention period.

Name and Address Change

Itisimportantthat employmentrecords be kept up to date. Employees must notify the Human Resources Department if
there are any changes or corrections to theirname. Name changes will not be completed without the presentationofa
new social security card and a valid photo ID (e.g., avalid driver’slicense). The home address, home telephone number,
beneficiary and emergency contact, must be changedin “My Self-Serve,” located on the Fort Bend ISD Website at
www.fortbendisd.com
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Termination of Employment

Non-Contract Employees
Policy DFE (LOCAL)

Non-contractemployees may resign their positions atany time. If a Substitute decides to resign their position, theyare
requiredtosubmitand Exitrequest through My Self-Serve.

Dismissal of Non-Contract Employees
Policy DCD, DP

Non-contractemployees are employed at will and may be dismissed atany time, forany reason not prohibited by law, or
for noreason as determined by the needs of the district. Itis unlawful forthe districtto dismiss any employeeforreasons
of race, color, religion, gender, national origin, age, disability, military status, geneticinformation, any other basis pro tected
by law, or inretaliation forthe exercise of certain protected legal rights. Non-contract employees who are dismissed have
theright to grieve the termination. The dismissed employee mustfollowthe district process outlined in district Policy
DGBA (LOCAL), which can be accessed at www.tasb.org/policy.

The Principal orSupervisoris required to notify the superintendent or Human Resources of a noncertified employee’s resig-
nation or termination within seven business days following an alleged incident of misconduct of abuse of astudent orwas
involvedinaromanticrelationship with orsolicited orengaged in sexual conduct with astudent or minor. The superinten-
dentwill notify TEA within seven business days of receiving areport froma principal or knowing aboutan employee’s resig-
nation or termination following an alleged incident of misconduct described above.

Discharge of Convicted Employees
Policy DF

The district shall discharge any employee who has been convicted of or placed on deferred adjudication communitysuper-
visionforan offense requiring the registration as asex offenderorconvicted of afelony underTitle 5Penal Code if the vic-
timwas a minor.

If the offense is more than 30 years before the date the person’s employment began orthe person satisfied all terms of the
court orderentered on conviction the requirement to discharge does not apply.

Exit Interviews and Procedures

An exitinterview shall be conducted, if possible, and atermination report prepared, if possible, forevery employeewho
leaves employment with the district. Information on the continuation of benefits, release of information, and procedures
for requesting references will be provided at this time. Exitingemployees are asked to provide the district with aforward-
ingaddressand phone numberandto complete an online exitinterviewthat providesthe district with feedback on his or
heremployment experience. The formislocated on the district website. All district keys, books, property, includingintel-
lectual property and equipment must be returned upon separation from employment.

Reports to the Texas Education Agency
Policies DF, DHB, DHC

Certified Employees
The resignation ortermination of a certified employee willbe reported to the Division of Investigation at TEA if there is e vi-
dence thatthe employee’s conductinvolves the following:

e Anyform of sexual or physical abuse of a minoror any other unlawful conduct with astudent or minor;
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e Solicitingorengagingin sexual oraromanticrelationship with astudent or minor;

e The possession, transfer, sale, ordistribution of a controlled substance;

o Theillegal transfer, appropriation, or expenditure of district or school property or funds;

e Anattemptbyfraudulentorunauthorized meansto obtain oralterany certificate or permitforthe purpose of pro-
motion or additional compensation; or

e Committingacrime offense orany part of a criminal offense on district property orata school-sponsored event.

The reporting requirements above are in addition to the Superintendent’s ongoing duty to notify TEAwhen a certified em-
ployee oran applicant forcertification hasareported criminal history or engaged in conduct violating the assessment secu-
rity procedures established under TEC §39.0301. “Reported criminal history,” means any formal criminal justice system
changes and dispositionsincluding arrests, detentions, indictments, criminalinformation, convictions, deferred adjudica-
tions, and probationsin any state or federal jurisdiction thatis obtained by a means otherthan the Fingerprint-based Appli-
cant Clearinghouse of Texas (FACT).

Noncertified Employees

The voluntary or involuntary separation of a noncertified employee from the district must be reported to the Division of
Investigations at TEA by the Superintendentif there is evidence the employee abused or otherwise committed an unlawful
act with a student or minor, wasinvolvedinaromanticrelationship with astudent or minor or solicited orengaged in sex-
ual contact witha studentorminor.

Reports Concerning Court-Ordered Withholding

The districtis required to reportthe termination of employees that are under court order or writ of withholding for child
supportor spousal maintenance. Notice of the following mustbe senttothe supportrecipientandthe court or inthe case
of child support, the Texas Attorney General Child Support Division:

e Termination of employment notlaterthan the seventh day afterthe date of termination;
e Employee’slastknown address; and
e Name and address of the employee’s new employer, if known.

Equal Educational Opportunities

Equal Educational Opportunities
Policies DIA, FB, FFH

The Fort Bend Independent School district, as an equal opportunity educational providerand employer, does not discrimi-
nate based on race, color, religion, sex, national origin, disability and/orage in education services, educational programs,
including vocational programs oractivities thatit operatesorin employmentdecisions. The districtis required by Title VI
and Title VIl of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilita-
tion Act of 1973, the Americans with Disabilities Act, and the Age Discrimination Act of 1975, as amended, as well as Board
Policy notto discriminate in suchamanner. (Notall prohibited basesapplytoall programs.)

If you suspect discrimination, please contact the following:
e Title IXCoordinator, forconcerns regarding discrimination based on sex: Executive Director of Human Resources
Talent Experience at (281) 634-1402.
e Section 504 Coordinator, forconcerns regarding discrimination based on disability: Chief of Human Resources and

Organization Transformation Officer at (281) 634-1055.
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All other concerns regarding discrimination please contact the Superintendent, at (281) 634-1007. Each of the individuals
listed above are located at the Administration Building: Fort Bend Independent School district Administration 16431 Lexing-
ton Blvd. Sugar Land, Texas 77479 and the Administration Annex, 3119 Sweetwater Blvd. Sugar Land, Texas 77479.

Please refertoBoard Policies DIA and FFH for further clarification

General questions about the district should be directed to the Community Relations De partment at (281) 634-1100.

Reporting Crime

Fort Bend ISD Crime Stoppers

REPORT CRIME AT YOUR WORKPLACE

To keep Fort Bend ISD a crime free workplace, remember Fort Bend ISD Crime Stoppersis notonly forstudents, butis avail-
able foremployeesto help stop crime onyour campus and in your work environment! This Crime Stoppers service is of-
fered by the Fort Bend ISD Police Department and the Crime Stoppersline is staffed 24 hours a day, seven days a week.

Callersremainanonymous with no pressure to reveal theiridentity and still collect theirreward. Toassure anonymity, call-
ersare furnished with acode number, which is used to identify the call-in subsequent transactions with Crime Stoppers.

Allinformationreceived by Crime Stoppersis kept confidential.
To report a suspected crime committed on Fort Bend ISD property, while remaininganonymous, call Crime Stoppers:

(281) 491-TIPS
(281) 491-8477

See Something, Say Something

Students, staff and visitors may also submit crime tips and suspicious activity at using the See Something, Share Something
mobile reporting app from their mobile device. Users can track the processing of theirtipand submitcontentinreal time,
including photos andvideo. The See Something, Share Somethingappisavailablefordownload usingaunique QR Code
locate on the back of all studentand Full-time Staff ID badges, specialized posters at each district facility, Apple Store,
Google Play Store or via desktop computerat https://www.fortbendisd.com/Page/124706.
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Absence and Substitute Management System,
Powered by ReadySub

The Absence and Substitute Management System is the platform used by employees to submittheirabsences. The platform
isalso used forSubstitute’s toview and accept substitute jobs throughout the district. Once you are an active Substitute,
you will receive aWelcome Letter fromthe Absence and Substitute Management System which willinclude yourloginin-
formation forthe platform. You will locate the Absence and Substitute System by goingto the FBISD Website,
www.fortbendisd.com.

Locating the Absence and Substitute Management System

e Onceon the FBISD website you will click on “Staff” you will login to the Employee Portal by entering your district
logininformation, (yourLogin IDis your FBISD email address and password)

e From the Employee Portal, you will click on Staff Links

e On the Staff Links page, you will click on the Absence & Substitute Management, powered by ReadySubicon

Login to Absence and Substitute Management System

e TypeinyourFBISD email address (firstname.lastname @fortbendisd.com, unless otherwise notified)
e Firsttimeloggingin—us the temporary password provided in your Welcome Email

How to change your Password

e Hoverovernamein topright corner
e SelectPassword

e Enter currenttemporary password
e Enter new passwordand confirm

e Selectchangetofinalize

How to Accept a Job

e Clickon the Dashboard
e Available jobs will appear
Filterby preferences and/ordate range
e Available Jobstaband/ormyjobstab
o See Details
e Acceptor Decline

How to Release a Job

e Clickon My Jobs tab
e C(Clickon the Release Tab
e Youcan enterareasonforthe teacher

Entering Availability

e Clickon Calendar
o Clickon SetAvailability
e Clickon Drop Down Menu
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e Selectyourtype of availability

You will use this featureif you are not able to work for an extended amount of time, or have recurring days of the week you
are notavailable to Sub.

My Self-Serve

My Self-Serveis where all your employee informationislocated. You are requiredtologintoyour My Self-Serve account to
assure your personal informationis correct orupdatedinthe event of any personal changes. My Self-Serve is the system
which produces youremployeelD number, where you will set up your Direct Depositinformation, view your pay stubs, up-
date your address, update your emergency contactinformation, complete your Ethnic Declaration, ensure your W4is cor-
rect, consentif you wishtoreceive your W2 electronically, sign your Letter of Assurance forthe following school year, sign
your handbook acknowledgmentform, and submitan exitrequestif you decide toleave the district.

You will receiveyouremployee D numberwhenyou attend New Substitute Orientation/Onboarding. Itis best practice to
memorize youremployee D number. You will need to know youremployee ID numberwhen contacting HR or the cus-
tomerservice departmentforassistance. You will login to your My Self-Serve account by visiting the FBISD website,
www.fortbendisd.com.

Locating My Self-Serve

e From the FBISD website, you will click on Staff

e Logintothe Employee Portal by using yourdistrict login information
e Clickon Staff Links

e locate andclick onthe My Self-Serve icon

e Followthe stepsforloggingin

Setting up Direct Deposit

e Clickon the Payroll tab

e C(Clickon Direct Deposit

e Under Accounts, click onthe + to add yourdirect depositinformation (you can add more than one account if you
wish foryour checkto be splitbetween more than one account)

Viewing your Pay Stubs

e Clickon the payroll tab

e Your paycheckswill be listed in orderfrom the most recent

e Clickon the > at the end of the row for the check you wish to view (Substitute are paid by the day, the number of
daysyou worked during the pay period will be listed under “hours”)

Setting up your W4 Information
e Clickon the payroll tab

e C(Clickon W-4 Tax Information
e Add/update information and click SAVE

Electronic W2 Consent

e Clickon the payroll tab
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e Clickon W-2/W-2c
e Clickon W-2/W-2c Consent
e Update and click Submit

Update your Address/Contact Details/Emergency Contacts

e Clickon the Personal Details tab
If you are updatingthe currentaddress, click on the > nextto the addresslisted
e Update the informationandclick save
e Clickon contact details—click on the + to add contact information
e Clickon Emergency Contacts —click on the + to add your emergency contactinformation

Verifying/updating your Ethic Declaration

o Clickon the FBISD Self Serviceicon

e Clickon EthnicDeclaration—if youincludedthisinformation onyouronline application, the information would up-
load from yourapplication. If youwishtoadd/update/changethe information,do so and click on save. You MUST
make sure your EthnicDeclarationis correct for state reporting purposes

Accepting your Letter of Assurance for the following school year

e Clickon FBISD Self Service

e Clickon Employee E-Forms

e Clickon View Form nextto the Letterof Assurance
Acceptand save the form

Handbook Acknowledgement Form

e Clickon FBISD Self Service

e C(Clickon Employee E-Forms

o Clickon View Form nexttothe Substitute Handbook Acknowledgement
e Acceptand save the form

Submit an Exit Request

o Clickon FBISD Self Service
e C(Clickon Employee E-Forms
e Clickon Exit Form
e Clickonthe Adda New Value tab
Enter yourinformation and click submit

Letter of Assurance

Every May, you will receive email communication to your FBISD email accountindicatingitis time tosign your Letter of As-
surance for the nextschool year. The email will include ajob aide forlogginginto My Self-Serve to accept thisform. The
email will provide adeadline foracceptingthe form. Aseach school yearcloses, please make sure you continue to check
your FBISD email forthisimportantemail. You are expected to accept thisformif youwishto returnforthe following
school yearas a Substitute. If youno longerwish to Subfor FBISD, please submitan Exitrequest.
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Summer and Substitutes

Substitutes are not paid during the summer months by the Substitute Department. If yousee absencesinthe Absence and
Substitute Management System, do not acceptthe job. If a Substitute isneeded towork one of the few extended learning
programs, the program will contact you directly and make arrangements with the Substitute Team.

Between April and May the district will send an Internal Communication email to your district email account regarding the
Summer School Program. The Substitute Team does not assist with the Summer School Program. If you wish towork for
the Summer School Program, you will need to follow the steps providedinthe emailto apply to work the Summer School
Program. If you have questions regardingthe Summer School Program, please contactthe Summer School Department.
You can locate their website from the district website, www.fortbendisd.com, click on Departments and select Summer
School.

Duringthe summer months, continue to check your FBISD email forimportant updates and importantinformation regard-
ingthe comingschool year.
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FBISD Technology Equipment

As used herein, the term “Technology Equipment” includes laptop
computers, tablets, and any related peripherals, including, but not
limitedto power supplies, docking stations, CD/DVD ROM, and bat-
tery.

Use of any District-owned Technology Equipment is subject to the
rules andconditions of this FBISD Technology Equipment Use Agree-
ment, FBISD Board Policy, and the FortBendISD Employee Accepta-
ble Use Policy (AUP). The AUP must be signedand submitted annu-
ally. (Substitutes will electronically sign their Handbook Acknowl-
edgement Formwhich willindicate acceptance of this document) Be-
fore you receive any Technology Equipment, you must sign the FIBSD
Substitute Handbook Acknowledgement Form.

Technology Equipment isthe property of Fort Bend ISD and for the
advancementofteaching andlearning. Itis assignedtothe employee
only. Innoeventshallanyemployeeallowa studentto useotherwise
accessthe Technology Equipment.

While Fort BendISD understands that educational uses of the Tech-
nology Equipment exists at home and/or outside of school, the Tech-
nology equipment is primarily intended for use to support teaching
learning and otherauthorized District-related business. Technology
Equipment may be used for limited personal business as permitted
under FBISD Board Policy CQ.

The assigned employee assumes responsibility for the security and
careofthe TechnologyEquipment. Ifthe Technology Equipment mal-
functionsoris lost, stolen, or damaged while on or off school prop-
erty, the assigned employee MUST report the incident within 24
hours to the Principal, campus or local department, if applicable, and
FBISD Departmentof Technical Services. Failure tonotify the Princi-
pal, campus or local police department, ifapplicable, and FBISD De-
partment of Technical Services within 24 hours of any malfunction,
loss, theft, ordamage mayimpair the District’s ability to utilize avail-
able remedies such as warranty coverage andtheft-recovery proce-
dures. Apolicereportmustbe provided in the event the Technology
Equipmentis lost or stolen.

Any malfunction or loss, theft, or damage to the Technology Equip-
ment may resultin financial loss to the District. The assigned em-
ployee assumesfullfinancialresponsibility for Technology Equipment
usage off school property our outside of a school-sponsored event,
and the assigned employee understands and agrees that the District
may deduct the cost to repairor replace the Technology Equipment
from his or her paycheck inan amountnot toexceed $1000. Payroll
deductions may be spanned overfour pay periods with administrator
approval. Employeesareadvised to considerobtaining appropriate
insurance to cover such costs.

The Technology Equipment shall not be left inanunsecured location.
If applicable, the lockdown device provided should be used at all
times.

a) Thetetheristobe attachedtothe laptop computer at all times.

b)  Tetherthe laptop computer and NOT the docking station.

¢) Thetethershould be affixedto an immovable object, is possi-
ble.

The assigned employee agrees to follow FBISD procedures for sup-
port. Toinitiate support orrepair, enter a CRM case in PeopleSoft for
the Customer Service Center. The acceptance of the Technology
Equipment for repair does not guarantee it will be fixed. Some re-
pairs/issues may berepairable. Ifavailable, a loanerdevice may be
issuedwhile repairs are beingperformed. The provisions ofthis Tech-
nology Equipment Use Agreement shall also apply to the use of a
loaner device.

10.

11.

12.

The assignedemployee s responsible for the confidentiality and se-
curity of confidential information on the Technology Equipment, in-
cluding but not limited to, education records and personally identifi-
able student informationgovemed by the Family Educational Rights
and Privacy Act (FERPA). Do not store confidential information di-
rectly on the Technology Equipment. Confidential information
should be stored on the assigned employee’s network H: drive or Dis-
trict-defined share drives. Itisthe assigned employee’s responsibility
to back up critical filesregularly to the H: drive or District-defined
share drives

Various security measures are used on Technology Equipment, in-
cluding, but notlimited to Internetfiltering software. Such security
measures not only protect FBISD assets, but also protect employees
and students. Employees are prohibited from tampering with or dis-
abling any security measures in use on the Technology Equipment.
Since no filtering software can filter 100% of improper content, em-
ployeesareresponsible for ensuring that all content accessed while
using Technology Equipment is appropriate.

Technology Equipment may have District standard installed software.
Additional District-approved software may be installed on Technol-
ogy Equipment, assuming appropriate authorization and legal licens-
ing are obtained and kept on record atthe schooland/or central of
fice. Do notinstallunauthorized software or services onthe Technol-
ogy Equipment.

a) District standard software may not be duplicated, deleted,
transferred, downloadedto any other system or media, or al-
teredin any way.

b)  FBISD is not responsible for any service interruptions, loss of
data or any other consequences thereof resulting from down-
loading or installing District-approved software. It is the re-
sponsibility of the employee to secure pertinent data prior to
any system orsoftware upgrades and changes.

c) Any data corruption or configuration errors caused by the in-
stallation of unauthorized software may require a complete
reimaging or replacement of the Technology Equipment.

d) Anyunauthorized downloading or use of software mayresultin
the loss of Technology Equipment privileges, as well as discipli-
nary action, up to, and including, termination. For additional
information, refer to the Acceptable Use Policy (AUP).

Technology Equipment is valuable, fragile,and desirable. Employees
are expected to use reasonable cautionand comply with the follow-
ing safeguards to protect and guard theirassigned Technology Equip-
ment:

a) DonotleaveyourTechnologyEquipmentunsecured inyour ve-
hicle or classroom. Inthe event the Technology Equipment is
leftin the vehicle, please secure the Technology Equipment in
the trunk of your car orin alocation where it cannot be seen.

b) Do notleave Technology Equipmentin your vehicle during ex-
treme temperatures. Direct sunlight, extreme heat and ex-
treme cold can cause damage to the Technology Equipment.

c) Do not place stickers on, write on, engrave or otherwise de-
face/mark the Technology Equipment orcase.

d)  When traveling on business, do not check in your Technology
Equipment; take it asa carry-on.

e) Watch your Technology Equipment carefully in airports and
train stations.

f)  When going through security, place the Technology Equipment
on the x-ray machine last,immediately before walking through.

g) Keep your Technology Equipment close toyouand know where
itisatall times.

h)  Duringhotel stays, do not leave Technology Equipment unse-
cured inthe room. If you cannot take the Technology Equip-
ment withyouwhenleaving the hotel, it should be secured with
a cable lockor locked inthe hotel safe.
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13.

14.

15.

16.

17.

i) Do not transportyourTechnology Equipment without placing it
inthe well-padded case/bag.

j) Do not leave your Technology Equipment unlocked and unat-
tended in the classroom. When left unattended in the class-
room, the doorto the roomshould be locked or the Technology
Equipmentshould be stored ina locked drawer.

k)  Keepfoodand drink away from the Technology Equipmentin
order to avoid accidental spills.

1) Do not eat or drink nearthe Technology Equipment.

m) The Technology Equipment is issued toyou as an employee and
shall be used primarily for District-related business. It shallnot
be used by students.

n) Technology Equipment issued to teachers shall be used as
teacher workstationsinthe classroom. Eachteacher isrespon-
sible for ensuring the Technology Equipment is brought to
school daily ingood condition.

o) Always position the Technology Equipment on a flat, safe sur-
face soit doesnotdropor fall.

p) Do not place heavy objects on top of the Technology Equip-
ment.

gq) Do notattempt to repairor reconfigurethe Technology Equip-
ment.

r)  Use a surgeprotector or unplug the Technology Equipment dur-
ing electrical storms.

s)  When cleaning the Technology Equipment, use cleaning wipes
that are designedto be usedon electronics such as a soft, lint-
free cloth. Do not spray or wipe the Technology Equipment
with heavydetergent.

t)  Disable the wireless networkwhen physically connected to the
District network.

u)  Avoid public Wi-Fihotspots.

Appropriate District and school officials have the right to monitorand
inspectany Technology Equipmentand contents at any time, for any
reason,ortoverifyconditionand compliancewithDistrictPolicy. Em-
ployees(or designated user) shall have no expectation of privacyre-
garding any information stored on, accessed from, or used with the
Technology Equipment.

Unless otherwise indicated, Technology Equipment is assigned to a
designated location on FBISD property, such as a classroom, and must
remain in the designated location or with the employee assigned to
work at the designated location at all times. Technology Equipment
may remainwiththe employeeaslongasthe employee is assigned
tothedesignatedlocationandis anactive,full-timeeligiblee mployee
of Fort Bend ISD. The employee must returnthe Technology Equip-
ment immediately upon becoming inactive. If an employee is as-
signed toa different location, the employee must return the Technol-
ogy Equipment to its designated location when the new a ssignment
becomes effective. And may beissued otherTechnology Equipment
at the employee’s new location.

Employees mustretum the Technology Equipmentand complete the
Technology Equipment Checkout Form uponsuspension or termina-
tion from employment with Fort Bend ISD in accordance withthe
school or department’s exit procedures. In the event the Technology
Equipment is not returned within seven days after the employee’s
last day of employmentwith the District, the District may deduct the
cost of the Technology Equipment fromthe employee’s paycheck at
a cost not toexceed $1000, repossess the Technology Equipment, or
report the Technology Equipment stolen.

The employee will be informed by FBISD aboutthe collection of the
Technology Equipment at the end of its life cycle. FBISD reserves the
right to collect Technology Equipment at other designated times
through its life cycle for service or maintenance, orfor any other rea-
son.

The assigned employee shall report any problems/issues encoun-
tered while using Technology Equipment to the FBISD Department of
Technical Services immediately through the Customer Service Center
@ X41300.

18.

19.

20.

The Technology Equipment is configured for use on the school net-
work. The Technology Divisionwillnot be ableto assist you in con-
necting the Technology Equipmentto other Intemet providers.

Off-site use of Technology Equipment: If an assigned employee
choosesto take the Technology Equipment off-site, the laptop com-
puter, laptop bag, laptop battery, CD/DVD ROM, and laptop power
cordaretheonlyequipment approved foroff-siteuse. All other Tech-
nology Equipmentshall not be removed from FBISD property for off-
site use or disabled. Immediately upon the resumption of business
after a District-recognized holiday or break, any District-owned Tech-
nology Equipment taken off-site must be returned to its designated
location (On FBISD property).

FBISD reserves theright to suspend or terminate any employee’s ac-

cess to Technology Equipmentat any time, for any reason, without
notice.
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Frequently Asked Questions

Please Read this Section Before Contacting the Substitute Team

Q. What are the Substitute Office hours and contact information?

A. The Substitute Office Hours are (School Year) 7:00 a.m. — 4:30 p.m. (SummerHours) 7:30 a.m. — 5:30 p.m.
Susan.flessner@fortbendisd.com —7:00 a.m. — 3:30 p.m.
Patricia.lutz@fortbendisd.com —8:00 a.m. —4:30 p.m.
Sarah.trevino@fortbendisd.com—7:30 a.m. —4:00 p.m.

Q. When can| begin Subbing?

A. Afteryou are officially hired as a Substitute, attend the New Substitute Orientation/Onboarding (NSO), and have re-
ceivedyourSubstitute Id Badge. You are not an official employee untilyou have an employee identification numberand
can logintoboththe Absence and Substitute Management System and My Self-Serve. Substitutes must attend a Substitute
orientation/onboarding (NSO) and complete and submit new hire paperwork. You will receive aWelcome email with a
temporary password. You will logintothe Absence and Substitute Management System and enteryouremail address and
password, once youraccount isactivated. You will then be able to update your password for future logins.

Q. How do find out what jobs are available?

A. Youwilllogintothe Absence and Substitute Management Syste mto set up your profile. The Absence and Substitute
Management System offers several methods foracceptingjobs: (1) Email Alerts to your FBISD email address, (2) Text Mes-
sage Alerts (SMS text rates apply), (3) Call and/or from your Absence and Substitute Management System Dashboard.
There is not a numberinwhichto call and listento available jobs. Always ensureyou have received aJob ID Numberfor
any jobyouagree to take. Ifthe job is prearranged with a teacher, please confirmthe assignmentin the Absence and Sub-
stitute Management System and getthe Job ID Number. Youwill not be paid for any job without being pluggedintoa
Job.

Q. Whatdo | dowhen I arrive at the school?

A. Before youleave forthe school, verify yourassignment information in the Absence and Substitute Management System.
As soon as you arrive at the school, please signin with the staff memberassigned to Substitutes. Askforthe Substitute
folder. Inthe folder, youshould find lesson plans, attendance rosters, seating charts and emergency plans, etc.

Q. Whatdo I do if my Substitute availability changes?

A. Youwillloginintoyour Absence and Substitute Management System profileto update your changesto youravailability.
You are able to make changesto your Daily Availability as well as extended leave if necessary. If you are schedulingaleave
that will keep you fromsubbing atleast one time per a nine-week grading period, please notify your Substitute Team
Member (listed atthe beginning of the Handbook) this will prevent you from being termed forinactivity. If youwishtobe
removed from the Substitute list, please submit an Exit form through your My Self-Serve account. You will notbe able to
request monies fromyour457 Plan until we receive and process yourexit request.

Q. How will I know how | am performing as a Substitute?

A. Principalsandteachers can complete aSpecial Reportformtoletthe Substitute Team know if you are doing a great job
orifthere are concerns. We will email you a letterinforming you of the concern(s) and provide you with directives to fol-
low inorder to continue subbing. Substitutes are subjectto Progressive Discipline. Please referto the sectiontitled Pro-
gressive Discipline in this Handbook for furtherinformation.

Q. If I reject a job for a particularday, will I still be able to see other jobs in the Absence and Substitute Management Sys-
tem?
A.Yes

Q. Can an employee assign me to, or request me for, his/her absence?
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A. Yes. If an employee prearranges with you to Substitute for him/her, they will enter the absence inthe Absence and Sub-
stitute Management System as a prearranged Substitute. The Absenceand Substitute Management System willlistaJob ID
that provesyou have been entered by the teacher as their Substitute. Itisyour responsibility toensure you have alob ID
before you goto the assignment. If the teacherforgetstonote in the Absence and Substitute Management System that
they prearranged for a Substitute, the system will show the assignment as available and other Substitutes will be ableto
accept the joband receive the Job ID. The Substitute, who can provide the Job IDwhensigningin atthe campus, will be the
one who remains onthe campus and will receive compensation forthe assignment. If you arrived at the campus without
the Job ID, you will notbe paid unless adifferentassignmentislocated foryou. Therefore, itisimportantforSubstitutesto
check theirassignmentsinthe system beforeleavinghome.

Q. How canl be in a teacher assignment when I did not accept nor agree to take the assignment?
A. The teachercan automatically assign you to the assignment without first confirming with you. Since thisis notstandard
procedure, please contact the campus staff who handle Substitutes and advise them of what has occurred.

Q. Whatshould I do if | see assignments in the Absence and Substitute Management System during the summer months
when “school” is notin session?

A. Do notaccept the assignment. It may be that there are teachers on campus that work during the summer months and
when creating an absence, the teacher may forget to enter “no substitute required” forthe absence.

Q. As a Substitute am | allowed to work during the summer?

A. No, only full-time employees are allowed to work during the summer months forthe summer school program. If you are
interested in working forthe summer school program, you will need to contact the personin charge of the summerschool
program directly forinformation. There are substitute opportunities for you during this time of the year, but itis not han-
dled by the Substitute Office. The Substitute Office can direct you to the program organizer. The Substitute Office does not
pay Substitutesto work during the summer months.

Q. What if the days | am available to work change from week to week?
A. You can change thisinformation yourselfin your Absence and Substitute Management System profile. Refertothe Ab-
sence and Substitute Management system Navigation link on the Substitute Website. www.fortbendisd.com/subs.

Q. Can I call the Absence and Substitute Management System to listen for jobs?
A. No, we would like you to be proactive in looking forand acceptingjobs. Job-hunting can be done 24 hours a day, seven
daysa week, by loggingintothe Absence and Substitute Management System to search forassignments.

Q. How many jobs must | work to remain active as a Substitute?

A. We require Substituteto work 1 time per each-nine week grading period to remain an active Substitute for Fort Bend
ISD. We have unfilled jobs every day. Ifyoudonot work 1time pera nine-week grading period, and do not notify your
Substitute Team Memberfora requested leave, you will be exited from employment. Once removed, you will need tore-
apply forthe Substitute position. If younolongerwishtowork as a Substitute forthe district, please submitand exit re-
guestthrough your My Self-Serve account. (Please refertothe inactive report dateslisted in this Handbook)

Q. If I reject or cancel jobs, will | automatically be removed from the Substitute list?

A. The Absence and Substitute Management System will still call you for otherjobsif you meetthe criteria. However, we
do monitorthe activity of cancelled jobs. If we identify a pattern of cancellations, we will contactyouin orderto review the
reasonsforcancellation. Thiscould resultinyourremoval fromthe Substitute list.

Q. Do I need to remember my Absence and Substitute Management System Job ID?

A.Yes. The JobID isyour assurance that the Absence and Substitute Management System registered your acceptance of
the job. Youwill also need this numberifyouneedtocancel the job. Each jobisgivena unique number, so carry your
printedjob assignmentand numberwith youtothe campus. Rememberthatif two Substitutes show up forthe same job,
the Substitute with proof of the confirmation number will be granted the assignment.

Q. Can I cancel a previously accepted job in the event of an emergency?
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A. Yes. If youare cancel a job within 48 hours of the start time of the job, you must contact the campus toinformthem. |f
itisbefore/afterschool hours, leave avoice message. Always try to cancel your jobs as early as possible, so another Substi-
tute can accept the assignment. Ifitis48 hoursor less before the starttime, the school will have to releaseyou fromthe
assignment.

Q. Does the Absence and Substitute Management System call on the weekend?

A. Yes. However, you canset quiethoursinyour profile starting ata certain time, if you do not wantto receive phone calls
duringthe evening, etc. You can turn off the calling feature all together. The Absence and Substitute Management System
isdefaultedtoonly send out email alerts. All otheralerts will need to be updated by the Substitute.

Q. Do I call the Substitute Officeif | need directions to a campus?

A. No. Itisyourresponsibility to printouta map or getdirections before you go to the campus. We suggestyou also put
the campus phone numberon the map should you have problems finding the school. Often, campus staff are familiar with
the area and can give you more detailed directionsif you are lost.

Q. When I became a Substitute, | did not have a teaching certificate, now | have passed my content area TEXES exam.
Can| start to receive the certified daily pay rate?

A. No.Inorder to receive the Texas certified pay rate, you must hold a valid Texas teaching certificate, Probationary, Stand-
ard, and Lifetime/Provisional. If you are in an alternative certification program (ACP), you must pass your content area(s)
and pedagogy exams AND receive a Probationary certificate from SBEC. It isyour responsibility to notify your Substitute
Team Member, viaemail when you receive your Texas Certificate. We mustbe able to view your certification on the SBEC
website in order to change your rate of pay. We will update your pay rate as of the date we are notified, not the date you
become certified. Important: It is the Substitute’s responsibility to know what content areatheir certification applies to.
(Example: Gen 4-8 would notapply to P.E.) The new rate will gointo effect the pay period following the date certification
can be viewedin SBEC. We will notretro pay the amount.

Q. I havea valid out-of-state teaching certificate; will I receive the certified daily pay rate?

A. No.Only holders of aTexas teaching certificate receive the certified daily rate. Once you have your out-of-state certifi-
cate evaluated by SBECand you receive your one-year Texas certificate, you can receive the certified daily rate. Itisyour
responsibility to notify your Substitute Team Memberwhen you receive your one -year certificate. Certification mustbe
viewable onthe SBEC website in order to receive the higherrate. Important: It isthe Substitute’s responsibility to know
what contentarea their certification covers, (Example: Gen 4-8would not coverP.E.). The new rate will gointo effectthe
pay period following the date certificationis viewable with SBEC. We will not retro pay.

Q. !/ juststarted subbing after | finished student teaching. | have passed my content area exam and PPR exam. Will I re-
ceive the certified daily pay rate?

A. No. We need a copy of your official transcripts with your degree posted since you will finish student teaching priorto
receivingyourdegree. Once you have the degreed transcripts and see that SBEC has recommended you fora Standard
teaching certificate, we can pay you the certified daily rate. Itisyourresponsibility to notify your Substitute Team Member
whenyou are recommended foryourStandard certificate and/orto let us know when you submitted a copy of your de-
greedtranscript. Certification must be viewable onthe SBEC website in order to receive the higherrate. Important: It is
the Substitute’s responsibility to know what content areatheir certification covers, (Example: Gen 4-8 would not cover
P.E.). The new rate will gointo effect during the pay period following the date certification is viewable on the SBEC website.
We will notretro pay.

Q. ! ama retired Texas teacher; can | accept long-term assignments?

A. That dependsonthe type of long-termassignment. You can take a long-term assignment foran absentemployee, but
you must check with TRS regarding subbingin vacant positions. Retireesshould carefully review all requirements that
applyto long-termtemporary work. If the retiree’sworkis notin compliance with TRS requirements, TRS could revoke
your retirement entirely, oryou could lose monthly annuity payments for work that exceeds the all owable amount. Itisthe
responsibility of the retiree to contact TRS to discuss the possible impact of subbing on their benefits. Employees who have
retired from TRS should ask the Principal or campus representativeif the long-term assignmentisfora currentemployeeor
for an employee who resigned orseparated from the district. Itisthe retiree’s responsibility to understand and follow the
guidelines forreturningtowork afterthey retire. Youcan contact TRS at www.trs.state.tx.us orview the online document
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pertaining to employment afterretirement at http://www.trs.state.tx.us/benefits/documents/ employment_after_retire-
ment.pdf. And/orcall 1-800-223-8778. For TRS purposes, a Substitute isa person who serves on a temporary basis inthe
place of a current employee and NOT in a vacant position.

Q. amworking a long-term assignment and need to take a day off. What is the process for requesting time off?

A. The Substitute Teams expectation is that a Substitute may not have more than four (4) consecutive absences duringa
long-term assignment. However, if there are extenuating circumstances, the Substitute must consult the Substitute repre-
sentative on the campus who will contact the Substitute Team representative. Failure to notify the campusinadvance or
exceedingthe allowed four (4) consecutive absences could resultin the long-term assignment being cancelled and the Sub-
stitute not receiving fullcompensation (if consecutive absences are not approved, yourlong-term rate of pay will return to
the base rate). Any decisions regardingthe number of absences approved will be made by the Substitute Team Memberin
conjunction with the campus administrator. If you are workingalong-termassignmentand have an approved absence
withinthe firstten consecutivefull days, you will notreceive the long-term rate until you have worked a total of 10 full con-
secutive days. Monday and Friday absences are hard to fill; thus, your request fortime off on these days may not be ap-
proved.

Q. | amworking a long-term assignment and the principal wants me to have computer/email access. Whatdo I need to
do?

A. All Substitutes have computerand district email access. Substitutes workinginalong-term assignmentover 10full con-
secutive days receive computer/email access forthat campus. Once the Substitute Team receives the principal’s Substitute
Recommendation Form (SRF), the assignmentinformation willbe updatedinthe system, and you will be granted computer
and email access tied to the campus forwhich you are working the long-term assignment. The SRF requests are generally
processed withinafew business days. Itisimportantforthe Substitute Teamto know about the long-term assignment at
the beginning of the assignmentin orderto avoid delays with computer/email access and pay. There isno need foryouto
contact the Substitute Teamregardingyourlong-term assignment. You do howeverwantto check with the campus Substi-
tute contact person to make sure they have submitted the necessary documentation.

Q. I need to update my address/phone number and last name due to a recent marriage. How do I get these changed in
the Absence and Substitute Management System?

A. Please update youronline Substitute application. Yourapplication should always have yo ur current contactinformation
phone numbers, address, and email. Youalsoneedto change your addressand phone numberthrough your My Self -Serve
profile. Youmustcomplete aName Change Form with the Human Resources Departmentand bringthe appropriate docu-
mentation (marriage license, divorce papers, etc.).

Q. I accepted a job through the Absence and Substitute Management System and have a Job ID. However, when | arrived
at the campus, the teacher was there but forgot to cancel the assignment. Whatdo I do?

A. The campus will offeryou an unfilled assighment on the same campus upon yourarrival, if available. You will need to
accept the new assignment orchoose to go home without pay. You may also log back into the Absence and Substitute
Management System (once the campus has removed you from the original assignment) to search for unfilled jobs on other
campuses. Ifthissituation happenstoyou more thanonce, please call and discuss the situation with your Substitute Team
Member. Please be aware thatteachers can cancel an absence up to two hours before school starts, and a campus verifier
can cancel a jobany time priorto the start time. Itisyourresponsibility to make sure the status of your confirmed job is
still active before you are in route to the campus. If you choose to leave the campus without pay orto look for an assign-
menton anothercampus, please ask the campus verifierto take you out of the absence before you leave the campus.

Q. I havea form from TRS for buying back years, who fills this out?
A. The formis filled out by the Payroll Department Supervisor, 281-634-1221.

Q. I need to get a letter from the district verifying employment, whom do | contact?

A. Youcan complete the Employment Verification section of the Talent Connect area on the FBISD Website.
www.fortbendisd.com/subs >Talent Connection >Employee Verification. You may also call 281-634-1270 and the recep-
tionistin Human Resources can assistyou. Please keepinmindthere may be a48-hour turn-around time.

Q. I aman FBISD full-time employee and would like to change my position to Substitute, what do | do?
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A. Once you have decided totransition to a Substitute position, we ask that you allow your campus leadertime tofind a
replacement. The transition to a Substitute position is a multi-step process as you will need to be fully paid out of your cur-
rentcontract. You will alsoneedtocomplete Substitute forms, be fully established in the system as aSubstitute, and re-
ceive yourSubstitute ID badge before you are able to begin subbing.

Step 1: Inform your principal and direct supervisor of yourintentions to vacate your current position. Agree uponyourlast
date workedinyour role. (The Substitute Team will let you know when you begin accepting Substitute assignments)

Step 2: Send an email to Susan Flessnerinthe Substitute Office regarding yourintentions and apply to the Substitute job
postinginTaleo as an internal candidate. Please ensure you have uploaded your official college transcripts indicating your
highestlevelof education, as this will determineyour eligibility, category, and daily rate.

Step 3: Once yourlastday workingin your current position has been communicated by your Supervisor/Principal, the Sub-
stitute Team will initiate the Employee Change Form.

Step 4: The Substitute Team will communicate with you, viayour FBISD email, regarding N ew Substitute Orientation (NSO)
and otherexpectations of the position.

Important: You must receive your Substitute ID Badge and attend New Substitute Orientation before you can begin sub-

bing. During NSO, you will learn more about how to accept Sub assignments. You will also receive otherimportantinfor-
mation pertaining to the expectations and responsibilities, which will ensureyou are ready to serve our students and staff.
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Acceptable Use Policy

FBISD Technology Equipment Use Agreement
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Fort Bend ISD 079907

PERSONNEL-MANAGEMENT RELATIONS DGBA
EMPLOYEE COMPLAINT/GRIEVANCES (EXHIBIT)
EXHIBIT A

EMPLOYEE GRIEVANCE FORM

Anyemployee who wishes tofile agrievance mustfill out this form completely and file by hand delivery, electroniccommu-
nication, including e-mail, fax or U.S. Mail to the Executive Director of Talent Experience at 3110 Sweetwater Blvd., Sugar
Land, TX 77479. Hand deliveredfilings shall be timely filed if received by the close of business on the deadline. All grievance
forms will be processed in accordance with DGBA (LEGAL) and (LOCAL). Failure to complete theforminitsentirety will resul t
inthe formbeingreturnedtothe grievant; no grievance will proceed until all details are completed.

Name:

Position/campus:

Please state date of the eventorseries of events causing the grievance (must be within ten District business days of the date
of filing this grievance form):

Please state your grievance including the individual harm alleged.

Please state specificfacts of which you are aware to supportyourgrievance (listin detail).

Relief sought:

Signature: Date Submitted:

DATE ISSUED 1/30/2014
LDU 2014.01
DGBA (EXHIBIT)-X
1of1

Fort Bend Independent School District
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DISTRICT STAFF ACCEPTABLE USE POLICY FOR ACCESSING COMPUTERS AND ELECTRONIC COMMUNICATION SYSTEMS
Revised 7-26-04

Internetaccessisa privilege available to employees and other designated individuals of Fort Bend Independent School Dis-
trict (FBISD). The goal in providing this service is to promote educational excellence at FBISD by facilitating communications
for resource sharing, collaborative work, and innovation. Accessto Internetresourcesalso bringsthe possibility of encoun-
tering material that may not be considered to be of educational value in the context of the school setting. The District has
taken precautionstorestrict access to controversial materials; however, on aglobal networkitisimpossible to control all
materials. Although anindustrious user may discover controversialinformation, the valuable information and interaction
available on thisworldwide network far outweighs the possibility that users may procure material thatis not consistent
with District educational goals.

The successful operation of the network relies upon the properconduct of the users who must adhere to strict guidelines
(see CQ-R). The followingrules of acce ptable use are provided so that users are aware of the ethical and legal responsibili-
tiesassociated with the use of network resources.

Rules of Acceptable Use

General Use:

o Accessto the District’s electroniccommunications system s a privilege, nota right. Noncompliance with applicable
regulations may resultin suspension ortermination of privileges and otherdisciplinary action consistent with Dis-
trict policies.

e Systemusersshall keep their passwords confidential. System users may not use another person’s system account
or E-mail account without written permission.

e Attemptstologin to any computernetwork beyondthe user’sauthorized level of access may resultinimmediate
cancellation of user privileges or otherdisciplinary action.

e Staff may notallow students to accessthe network through a staff account.

e Anyinfraction orsuspicion of aninfraction of the Student Acceptable Use Policy, by astudent, shall be reported to
the building principal orthe campus level coordinator.’

e The District, initssole discretion, hasthe right to determine whoiis, oris not given access to the FBISD electronic
communications systems.

Internet/Electronic Communications Use:

e Accessto the District’s electroniccommunication system, including the Internet, shallbe made available to employ-
eesexclusively forinstructional and administrative purposes and in accordance with administrative regulations.
e Use of the FBISD electroniccommunications systems shallnot be considered confidential and is monitored 24 ho urs
aday. Thereisno expectation of privacy. All Internet activityis recorded.
e Use forcommercial activities or political lobbyingis prohibited.
e Users are expectedtoabide by the generally accepted rules of network etiquette (netiquette). These include (but
are notlimited to) the following:
o Be polite; messagestyped incapital letters are the computerequivalent of shouting and are consid-
eredrude.
o Use appropriate language; swearing, vulgarity, ethnicorracial slurs, and any otherinflammatory
language is prohibited.
e Revealing personal addresses or phone numbers of othersis prohibited.
e Usingthe networkinsuch a way that would disrupt the use of the network by other users (such as, but not limited
to, chainletters, animated emails, oraccessingreal audio forextended periods of time) is prohibited.
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Computer Ethics:

e Access, copying, ortransmission of any material in violation of any U.S. or state regulationis prohibited. Thisin-
cludes, butis not limited to: copyrighted material, threatening or obscene material, pornography, or material pro-
tected by trade secret;

e Vandalism—Any malicious attempt to harm, modify, or destroy District equipment or materials, dataoranother
user of the District’s system, or any of the agencies or other networks that are connected tothe Internetis prohib-
ited. Deliberateattemptstodegrade ordisrupt system performance may be viewed as violations of District Policy
and administrative procedures and, possibly as criminal activity underapplicable state and federal laws. Thisin-
cludes, butisnot limited to, the uploading or creating of computerviruses. Vandalism as defined above willresult
inthe cancellation of system use privileges and will require restitution for costs associated with system restoration,
hardware, or software costs.

Restrictions:

e Campus faculty members may not move computerequipment or peripheraldevices such as printers, or make modi-
fications to computer hardware or configurations. Request for moving equipment or making modifications should
be submittedinaservice request to District’s Help Desk;

e Installation of software, both new and revised should be submitted inaservice request to District’s Help Desk;

e AllWeb pages created forthe FBISD Web site must comply withthe Fort Bend ISD Internetand Web Standards, and
must be approved and posted by the designated campus Web Master

Consequences: Violation of any of the policies described above may resultin employee disciplinary action, which could in-
clude
e Loss of network privileges
e Reprimand, verbal and written
Termination
e Financial responsibility forall costs associated with system restoration including labor, hardware or software re-
pair/replacement, and restoring the integrity of data
e Criminal charges

Disclaimer of Liability:

The District shall not be liable for users’ inappropriate use of electroniccommunication resources or violations of copyright
restrictions, users’ mistakes or negligence, or costs incurred by the user. The District shall not be responsible for e nsuring
the accuracy or usability of any information found on the Internet. The District does not warrant that the functions orser-
vices performed by, orthatthe information or software contained on, the system will meet the system users’ requirements
or that the system will be uninterrupted or error-free.

For additional information regarding the District’s Electronic Communication and Data Management policy [CQ (local) and
procedures [CQ-R], refertothe Fort Bend ISD Board Policy Manual.

Revised 7-26-04

| understand and will abide by the Fort Bend ISD Acceptable Use Policy for Internet and Computer Systems. | have
alsoread and understand the Student Acceptable Use Policy. (Instructional staff only.) | further understand non-
compliance with applicable rules and regulations may result in suspension or termination of privileges and other
disciplinary action consistent with District policies. Violations of law may result in criminal prosecution as well as
disciplinary action by the District.
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FBISD Technology Equipment Use Agreement

FBISD agrees to issue the Technology Equipment to you for your use at school and at home. The Technology Equipment
assignedtoyouis the property of FBISD, and FBISD reservesthe right to monitoryour use of the Technology Equipmentand
suspend or terminate your use of the Technology Equipment at any time, in whole or in part, for any reason or no reason,
with or without notice, andits sole discretion.

In consideration for FBISD permitting you to use the Technology Equipment as stated in the FBISD Technology Equipment Use
Agreement, you understand and agree as follows:

e You have read and agree to abide by the FBISD Technology Equipment Use Agreement and the policies referenced
thereinatall times.

e Youunderstandthatif you become inactive,are assigned to anotherlocation, orleave the employment of FBISD, you
must return all Technology Equipment to its assigned location. You understand that if you are assigned to another
location, you must returnthe Technology Equipmenttoyourformerlocation before you willbe allowed toreceivea
new device at your new location. If you fail to return the Technology Equipment within seven days after you leave
the employment of FBISD, FBISD may deduct the cost of the Technology Equipment (including any peripherals) from
your paycheck at a cost not to exceed $1000, repossess the Technology Equipment, or report the Technology Equip-
mentstolen.

e You understand and agree thatyou assume financial responsibilityfor Technology Equipment usage off school prop-
erty and outside of school-sponsored events and that FBISD may deduct the cost of repairor replace the Technology
Equipment, including any peripheralitem, ata cost not to exceed $1000, from your paycheck. You acknowledge that
FBISD has advised you to consider obtainingappropriate insurance to coversuch costs.
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