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Introduction

The purpose of this handbook is to provide informationwhihthelp with questions and pave the way for a
successful year. Not all district policies and procedaresncluded. Those that are have been summarized.
Suggestions for additions and improvements to this handbeokedcome and may be sent to Rena Mills.

This handbook is neither a contract nor a substitutth®official district policy manual. Nor is it imded to

alter the at-will status of noncontract employeeswaay. Rather, it is a guide to and a brief explanation
district policies and procedures related to employmdmsé@ policies and procedures can change at any time;
these changes shall supersede any handbook provisionsethat aompatible with the change. For more
information, employees may refer to the policy codes are associated with handbook topics, confer Wweln t
supervisor, or call the appropriate district office. Bastpolicies can be accessed on line at
http://www.tasb.org/policy/pol/private/247906/




Employee handbook receipt

Name

Campus/department

| hereby acknowledge receipt of a copy of the StockddleHBployee Handbook. | agree to read the
handbook and abide by the standards, policies, and procetiiresd or referenced in this document.

Employees have the option of receiving the handboolectrenic format or hard copy.
Insert directions for accessing electronic format here.
Please indicate your choice by checking the appropriatédion:

| choose to receive the employee handbook in electformat and accept responsibility for accessing
according to the instructions provided.

| choose to receive a hard copy of the employee hakdboo

The information in this handbook is subject to changmderstand that changes in district policies may
supersede, modify, or render obsolete the informatiomsarized in this booklet. As the district provides
updated policy information, | accept responsibility faxdig and abiding by the changes.

| understand that no modifications to contractual refethips or alterations of at-will employment relatinips
are intended by this handbook.

| understand that | have an obligation to inform my superasadepartment head of any changes in personal
information, such as phone number, address, etc. hat®pt responsibility for contacting my supervisor er th
Superintendent if | have questions or concerns or nedeefuekplanation.

Signature Date

Note: You have been given two copies of this form. Rlesgn and date one and keep it. Sign and date the
other copy and forward it to Rena Mills/Pam Burrier.
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Policy AE
The mission of the District, in partnership with tlmerenunity, is to prepare all students to be contributing

members of society and function independently in a quabtynar, by providing a challenging, caring learning
environment
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Policies BA, BB, BD, and BE series

Texas law grants the board of trustees the power tagevel oversee the management of the district’s
schools. The board is the policy-making body withindigrict and has overall responsibility for the
curriculum, school taxes, annual budget, employment asuperintendent and other professional staff, and
facilities. The board has complete and final contk@raschool matters within limits established by state an
federal law and regulations.

The board of trustees is elected by the citizens adigtact to represent the community’s commitment to a
strong educational program for the district’s children. faes are elected from single-member districts and
serve three-year terms. Trustees serve without confji@msaust be registered voters, and must reside in the
district.

Current board members include:

Salvador Urrabazo, Jr. President
Rick Rutland ic¥ President
Teri Wolff Secretary
Barry @sbe Il Trustee
Patri@ansbach Trustee
Leroy Shez Trustee

Teri Dugi Trustee

The board usually meets the second Monday of each mb6tBOpm. In the event that large attendance is
anticipated, the board may meet at the Stockdale ISDidvudn. Special meetings may be called when
necessary. A written notice of regular and specialtimge will be posted outside the Administration Building
at least 72 hours before the scheduled meeting timewfitien notice will show the date, time, place, and

subjects of each meeting. In emergencies, a meeting enaglth with a two-hour notice.
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All meetings are open to the public. In certain circtamees, Texas law permits the board to go into a closed
session from which the public and others are excludede@lsession may occur for such things as discussing
prospective gifts or donations, real-property acquisjt@ertain personnel matters including employee
complaints, security matters, student discipline, osatiimg with attorneys regarding pending litigation.
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August 10, 2009

September 14, 2009

October 13, 2009 Tuesday
November 9, 2009

December 14, 2009

January 11, 2009

February 8, 2009

March 8, 2009

April 12, 2009

May 10, 2009

June 14, 2009

July 12, 2009
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Vicki Wehmeyer Supendent

Roxanne Seidel rogeams and Testing Coordinator
Becky Stewart Business Manager
Sandy Lynn High School Principal
Sharon Dunn Junior High Principal
Michelle Hartmann Blentary Principal
William Polasek Technology Director
John Martin Asst. to Technology Director
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Stockdale ISD Calendar 2009 - 2010 (Board Approved  3-9-09)

July 2009
SIM| T[W

| | August 2009
F|S SIM|T[(W|T]F

September 2009
SIM| T|W|T|F|S

October 2009
SIM|TIW|T

14 - 17 = TAKS Exit Level Retest

24 = 1st Day of Instruction
24 = Beginning of 1st Nine Weeks
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1 =TAKS Retest 17 - 21 = Staff Development 7 = Student Holiday/Staff Development | |12 = Holiday

16 = End of 1st Nine Weeks

19 = Beginning of 2nd Nine Weeks
20 - 23 = TAKS Exit Level Retest
21 = EarlyRelease & Conferences

26 - 27 = Holidays

18 = End of 2nd Nine Weeks
18 = End of 1st Semester
21 - 31 =Holidays
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25 = Early Release 18 = Early Release 1= Holiday (Martin Luther King Day) 15 = Holiday

4 =Teacher Workday

5=Beginning of 3rd Nine Weeks
5=Beginning of 2nd Semester

18 & 22 = Student Holidays/Staff Development
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1,3-5=TAKS Test

12 = End of 3rd Nine Weeks

15 =Holiday

16 =Beginning of 4th Nine Weeks
17 =Early Release & Conferences

1 =Holiday or Bad Weather Make-up
2 =Holiday
6 -7 and 26 - 30 = TAKS Test

3 =Holiday or Bad Weather Make-up
18 = TAKS Retest

27 = EarlyRelease

27 =End of 4th Nine Weeks, 2nd Semester, Year
28 = Teacher Workday & Graduation

29 - 30 = TAKS Retest
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From time to time, employees have questions or coacHrthose questions or concerns cannot be answered by
supervisors or at the campus or department level, theoga®ls encouraged to contact the appropriate
department as listed below.
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Michelle Hartmann, Principal
Kendra Wuest, Coordinator of Student Services
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Barbara Akin, Fifth Grade

Brandi Luna, Fifth Grade

Brigit Lucas, Fifth Grade

Pat Rutland, Fifth Grade

Paula Ledbetter, Fourth Grade

Alexis West, Fourth Grade

Tracy Wood, Fourth Grade

Leslie Day, Third Grade

Jennifer McElroy, Third Grade
Venicia Monita, Third Grade

Diana Simecek, Second Grade
Shannon Mills, Second Grade
Constance Rankin, Second Grade
DeNay Simpson, First Grade

Kay Deagen, First Grade

Kim Mcinvale, First Grade

Beverly Hummel, Kindergarten

Jill Skaggs, Kindergarten

Kristi Stevens, Kindergarten

Jennifer Cannon, Pre-Kindergarten
Kimberly Hierholzer, Special Education
Barbara Freasier, Special Education
Amanda Diriffill, K-12 Gifted Education
Christine Brown, Reading

Dawn Johnson, Reading/Dyslexia
Barbara Koehler, Math

Lori Baker, Reading/Math

Jeremy Hailey, Fine Arts

Michael Enriquez, Physical Education

Wiatrek, Vickie, Secretary
Tanya Eller, SPED Teaching Assistant
Debbie HolcombPhysical Education Assistant
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Linda Hannasch, Nurses Assistant

Donna Krueger, SPED Teaching Assistant
Valerie McInvale, SPED Teaching Assistant
Susan Washburn, SPED Teaching Assistant
Ruth Ann Sanders, SPED Teaching Assistant
Stacey Wiatrek, Pre-K/K Teaching Assistant
Diana Sanchez SPED Teaching Assistant
Barbara Wiatrek, Nurse

Martina White, Computer Lab/Teaching Assistant
Frank Rodriguez, Custodian

Tim Rice, Custodian
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Sharon Dunn
Peggy Armstrong
Ginger Jackson
Janet Warnasch
Jennifer Moore
Kim Martin
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Amy Thiede
Ashley West
Cathy Dixon

Dana Long
Deanna Carroll
Chris Day/Dennis
Remmers
Dorothy Contreras
Gina Deason
Greg Driffill
Jenna Wiatrek
Jennifer Heerssen
Joe Pantalone

Jonathan Campbell

Karen Coston
Lester Jackson
Logan Lucke
Mike Lynn
Rochelle Lopez
Sally Tamez
Susan Neill
Tammy Golla

+$

Junior High Principal
Junior High Secretary
Librarian
Junior High Student Assistance Cent&)(B&cilitator
Resource Assistant
Resource Assistant

PreAP Math-7

History-6, Coach

Dyslexic Program Junior High & High School
English Language Arts (ELA) -8, Writing 7, Regd?

Life Skills
Junior High Resource & Inclusion,Coach

English Language Arts (ELA)- 6
PreAP Alg 1
History-7, History-8, Coach
Math-7, TAKS Math-7, Enrichment 6, Coach
English Language Arts (ELA) Pre ARe/AP 8, Writing 7
Coach
Band 6-8
Science 6, Science 7
In School Suspension (ISS) Facilit@mach
Math-8, Coach
PE, Health, Coach
Title | Junior High-Math
Title | Junior High-Reading, Spanish, ESL
Science-8, Ag
Math-6, PreAP Math-6, TAKS Math-7
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Sandra Lynn
Sara Lyssy
Rose Steenken

Roberta Wellman

%))3
Charlin Akin

Neal Bennett

Jonathon Campbell

Deanna Carroll
Chris Day

Gina Deason
Shanda Dewitt
Richard Eidson
Jennifer Hopper
Tricia Kaweck
Eryn Larrison
Valerie Marrou
John Martin
Kim Martin
Lorena Martinez
Michelle Miller
Richard Neill
Joe Pantalone
Christa Ploch
Reagan Paul
Debbie Ramirez
Amy Thiede
Karen Turner
Brian Uriegas
Joshua West
James Williams
James Wood

Principal

Counselor
Secretary
Registrar

Pre-AP English I, Pre-AP English II, Ahglish 111, AP

English IV & Journalism & Dual Credit Proctor

Geometry, Math Models & Dual Credit Ryoct
Band Director
Life Skills
Special Education
Algebra I, Pre-AP Algebra | & Pre-AP Getryn
Paraprofessional
Special Education & Inclusion
BCIS & DCP
Art 1, 11, Il & AP Art
Chemistry & A&P
English 1, English 1ll, & Yearbook
Computer Science | & Il, Pre Calculus &bMastering
Paraprofessional
Spanish 1, 11, 1
English I, English IV & Speech
AG Science
Health & PE
Reading/Math Specialist
Biology
Family & Consumer Sciences
Algebra Il, Pre-AP Algebra Il, Algebra OneT&en Leadership
IPC & Physics
US History
World History & Dual Credit Proctor
Gov/Eco & World Geography
Athletic Director

13



4
June Lynn

45 6 6
Pam Burrier
Rena Mills

1 67
Brenda McElroy

Carolyn, Seidel
Rose Heitkamp
Joy Wiley
Angela Adams
Sulema Rangel
Tammy Soefje

4
Ronald Lankford
Frank Rodriguez
Chester Burrier
Tim Rice
William Hughes
April Garcia

-64 6
Rene Palacio

Charles Andruss

Administrative Assistant

Peims Coordinator/Administrative Assistant
Administrative AssistafiPayroll/Accounts Payable

Food Service Manager

Custodial Supervisor

14



Employment
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Policies DAA, DIA

The Stockdale ISD does not discriminate against any emptoyegeplicant for employment because of race,
color, religion, sex, national origin, age, disapjlimilitary status, genetic information, or on any otbasis
prohibited by law. Employment decisions will be made orbteas of each applicant’s job qualifications,
experience, and abilities.

Select the appropriate paragraph for your district from the two thatow:

Employees with questions or concerns about discriminatiotiie basis of race, color, religion, sex, nation
origin, age, or military status should contact the suparaent or Vicki Wehmeyer, the district’s Title 1X
coordinator. Employees with questions or concerns aboerirdisation on the basis of a disability should
contact Roxanne Seidel.
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Policy DC

Announcements of job vacancies by position and locatewligtributed on a regular basis and posted at the
central administration building, campus offices, andhendistrict’s Web site.

I"# %)# # ##

Individuals receiving retirement benefits from the TeadRetirement System (TRS) may be employed in
limited circumstances on a full- or part-time basishaiit affecting their benefits, according to TRS ruled an
state law. Detailed information about employment atérement is available in the TRS publication
Employment after Retiremeiiimployees can contact TRS for additional informmraby calling 800-223-8778
or 512-542-6400. Information is also available on the TRS Bfeb(www.trs.state.tx.us).

% % % #1"#
Policies DC, DCA, DCB, DCC, DCD, DCE

State law requires the district to employ all futh¢ professional employees in positions requiring aficarte
from State Board for Educator Certification (SBEC) andses under probationary, term, or continuing
contracts. Employees in all other positions are eygal at-will or by a contract that is not subject ® th
procedures for nonrenewal or termination under Chaptef 2iedexas Education Code. The paragraphs that
follow provide a general description of the employmerdragements used by the district.

Probationary contracts. Nurses and full-time professional employees new tdigteict and employed in
positions requiring SBEC certification must receive eptmnary contract during their first year of
employment. Former employees who are hired after st &etwo-year lapse in district employment also may b
employed by probationary contract. Probationary cotdra® one-year contracts. The probationary period fo
those who have been employed as a teacher in publictedufoa at least five of the eight years preceding
employment with the district may not exceed one stchear. For those with less experience, the probatyona
period will be three school years (i.e., three ong-geatracts) with an optional fourth school yeah# board
determines it is doubtful whether a term or continuingtiaet should be given.

15



Term and continuing contracts. Full-time professionals employed in positions requiriagification and
nurses will be employed by term or continuing contraftes they have successfully completed the
probationary period. Campus principals and central offtbainistrators are employed under one year term
contracts. The terms and conditions of employmentetaled in the contract and employment policies. All
employees will receive a copy of their contract angbleyment policies.

Noncertified professional and administrative employee€Employees in professional and administrative
positions that do not require SBEC certification (suchasnstructional administrators) are not employed by
contract. Employment is not for any specified term aag be terminated at any time by either the employee or
the district.

Paraprofessional and auxiliary employeesAll paraprofessional and auxiliary employees, regasdiés
certification, are employed at will and not by contr&mployment is not for any specified term and may be
terminated at any time by either the employee or thedis
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Policy DHE

Noninvestigatory searches in the workplace, includingsging an employee’s desk, file cabinets, or work area
to obtain information needed for usual business purposes coay when an employee is unavailable.
Therefore, employees are hereby notified that theg ha legitimate expectation of privacy in thoseea In
addition, the district reserves the right to conduatdees when there is reasonable cause to believech sea

will uncover evidence of work-related misconduct. Sucimaastigatory search may include drug and alcohol
testing if the suspected violation relates to drug artedtuse. The district may search the employee, the
employee’s personal items, work areas, including distrivned computers, lockers, and private vehicles
parked on district premises or work sites or used in digtmisiness.

Employees required to have a commercial driver’s liceisg.employee whose duties require a commercial
driver’s license (CDL) is subject to drug and alcohol tgstirhis includes all drivers who operate a motor
vehicle designed to transport 16 or more people, countingritver; drivers of large vehicles; or drivers of
vehicles used in the transportation of hazardous matefiachers, coaches, or other employees who primarily
perform duties other than driving are subject to testing rageinés when their duties include driving.

Drug testing will be conducted before an individual assuinesg responsibilities. Alcohol and drug tests will
be conducted if reasonable suspicion exists, at randoen amemployee returns to duty after engaging in
prohibited conduct, and as a follow-up measure. Testing magrzkicted following accidents. Return-to-duty
and follow-up testing will be conducted if an employee \whs violated the prohibited alcohol conduct
standards or tested positive for alcohol or drugs isvalibto return to duty.

All employees required to have a CDL or who is othsevwdubject to alcohol and drug testing will receive a
copy of the district’s policy, the testing requiremeniy] detailed information on alcohol and drug abuse and
the availability of assistance programs. Employeels guitestions or concerns relating to alcohol and drug
policies and related educational material should contgetrsitendent.

#%! $ ()#" % +
Policies DBA, DMA

Certain employees who are involved in physical actisifor students must maintain and submit to the district
proof of current certification or training in first aicardiopulmo-nary resuscitation (CPR), the use of an
automated external defibrillator (AED), and extracuracwthletic activity safety. Certification or
documentation of training must be issued by the AmericandResk, the American Heart Association,

University Interscholastic League, or another organizatiahprovides equivalent training and certification.
16



Employees subiject to this requirement must submit thdification or documentation to Roxanne Seidgl
09/01/2009.
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Policy DK

All personnel are subject to assignment and reassigrgehe superintendent or designee when the
superintendent or designee determines that the assignmreassignment is in the best interest of the district
Reassignment is a transfer to another position, depairtioefacility that does not necessitate a changeein t
employment contract. Campus reassignments must be apdrpvtke principal at the receiving campus except
when reassignments are due to enroliment shifts or progitanges. Extracurricular or supplemental duty
assignments may be reassigned at any time unless acuesitndar or supplemental duty assignment is part of
a dual-assignment contract. Employees who object@assignment may follow the district process for
employee complaints as outlined in this handbook anddaigblicy DGBA (Local).

An employee with the required qualifications for a positmay request a transfer to another campus or
department. A written request for transfer must be detep and signed by the employee and the employee’s
supervisor. A teacher requesting a transfer to anothguusabefore the school year begins must submit his or
her request by the last day of instruction of the previohed year. Requests for transfer during the school
year will be considered only when the change will noesaskly affect students and after a replacement has
been found. All transfer requests will be coordinatechkycentral office and must be approved by the
receiving supervisor.
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Policies DEA, DL

Professional employeesf?rofessional employees and academic administratersxampt from overtime pay
and are employed on a 10-, 11-, or 12-month basis, accdodihg work schedules set by the district. A school
calendar is adopted each year designating the work dehfedteachers and all school holidays. Notice of
work schedules including required days of service and sclieal@lays will be distributed each school year.

Classroom teachers will have planning periods for instroatipreparation, including conferences. The

schedule of planning periods is set at the campus levehlmsttprovide at least 450 minutes within each two-
week period in blocks not less than 45 minutes. Teacherskaaddns are entitled to a duty-free lunch period

of at least 30 minutes. The district may require teacteesupervise students during lunch one day a week when
no other personnel are available.

Paraprofessional and auxiliary employees. Suppogmployees are employed at will and will be notified of
the required duty days, holidays, and hours of work for ffesition on an annual basis. Paraprofessional and
auxiliary employees are not exempt from overtime amchat authorized to work in excess of their assigned
schedule without prior approval from their supervisor.

) % %# (#+% +8%!') % (
Policies DK, DBA
In schools receiving Title | funds, the district isjuered by the No Child Left Behind Act (NCLB) to notify
parents at the beginning of each school year thatrttagyrequest information regarding the professional

qualifications of their child’s teacher. NCLB also ragsithat parents be notified if their child has been
assigned, or taught for four or more consecutive weeka tagcher who is not highly qualified.
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Texas law also requires that parents be notified if teld is assigned for more than 30 consecutive
instructional days to a teacher who does not hold aropgpte teaching certificate. This notice is not required
if parental notification under NCLB is sent. Inappropfatcertified or uncertified teachers include individuals
on an emergency permit (including individuals waiting to takertification exam) or individuals who do not
hold any certificate or permit. Information relatingtéacher certification will be made available to plbdlic
upon request.

Employees who have questions about their certificaiatus can call Roxanne Seidel.

(##1"# % +
Policy DBD

Employees are required to disclose in writing to tlremediate supervisor any outside employment that may
create a potential conflict of interest with theisigaed duties and responsibilities or the best intefabieo

district. Supervisors will consider outside employmantaase-by-case basis and determine whether it should
be prohibited because of a conflict of interest.

#) % ##%! %
Policies DN, DNA, DNB

Evaluation of an employee’s job performance is a ocantiis process that focuses on improvement.
Performance evaluation is based on an employee’shaskjgb duties and other job-related criteria. All
employees will participate in the evaluation procesh teir assigned supervisor at least annually. Written
evaluations will be completed on forms approved by theictisReports, correspondence, and memoranda also
can be used to document performance information. All eyels will receive a copy of their written

evaluation, have a performance conference with their gisper and get the opportunity to respond to the
evaluation.
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Policies BQA, BQB

At both the campus and district levels, Stockdale ISBrefbpportunities for input in matters that affect
employees and influence the instructional effectivemmdshe district. As part of the district’s planningda
decision-making process, employees are elected to semistact- or campus-level advisory committees.
Plans and detailed information about the shared decisitimgiprocess are available in each campus office or
from Vicki Wehmeyer.

%)) #*#! #
Policy DMA

Staff development activities are organized to meet ¢leels10f employees and the district. Staff
development for instructional personnel is predominantiypess-based, related to achieving campus
performance objectives, addressed in the campus improvg@menand approved by a campus-level advisory
committee. Staff development for noninstructional pemebis designed to meet specific licensing
requirements (e.g., bus drivers) and continued empldyteeasvelopment.

Individuals holding renewable SBEC certificates are resjide for obtaining the required training hours and
maintaining appropriate documentation.
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Compensation and benefits
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Policy DEA

Employees are paid in accordance with administrativéegjues and a pay structure established for each
position. The district’s pay plans are reviewed by thmiadtration each year and adjusted as needed. All
district positions are classified as exempt or nonexaopbrding to federal law. Professional employees and
academic administrators are generally classified espkand are paid monthly salaries. They are not ehtitle
to overtime compensation. Other employees are geyetalisified as nonexempt and are paid an hourly wage
or salary and receive compensatory time or overtimdqragach overtime hour worked beyond 40 in a
workweek. (Se®vertime Compensatippage 21.)

All employees will receive written notice of theiaypand work schedules before the start of each school yea
Classroom teachers, full-time librarians, full-timerses, and full-time counselors will be paid no less tha
minimum state salary schedule. Contract employe@spehform extracurricular or supplemental duties may be
paid a stipend in addition to their salary according talisiict’s extra-duty pay schedule.

Employees should contact Becky Stewart or Rena Kditignore information about the district’'s pay schedules
or their own pay.

%! # #(%
Policy DEA
The district pays all salaried employees over 12 mamethardless of the number of months employed during
the school year. Salaried employees will be paid in egoathly payments, beginning with the first pay period

of the school year. Employees that separate afelatt day of instruction will continue to receive payise
through the end of the summer.

%" $# '(

All professional and salaried employees are paid morftalychecks will not be released to any person other
than the district employee named on the check with@uetmployee’s written authorization.

An employee’s payroll statement contains detailedrmétion including deductions, withholding information,
and the amount of leave accumulated.
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The schedule of pay dates for the 2009-2010 school year follows:

August 25, 2009
September 25, 2009
October 23, 2009
November 25, 2009
December 18, 2009
January 25, 2010
February 25, 2010
March 25, 2010
April 23, 2010

May 25, 2010

June 25, 2010

July 23, 2010

% %" ! # (

Employees can have their paychecks electronically degplosito a designated account. A notification period of
two weeks is necessary to activate this service. CoR&a Mills for more information about the automatic
payroll deposit service.
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Policy CFEA

The district is required to make the following automatigrpt deductions:

Teacher Retirement System of Texas (TRS)
Federal income tax
Medicare tax (applicable only to employees hired afterckl&@1, 1986)

Other payroll deductions employees may elect include diedisdor the employee’s share of premiums for
health, dental, life, and vision insurance; annuities;hagler education savings plans. Employees also may
request payroll deduction for payment of membership dues tospiof@l organizations. Salary deductions are
automatically made for unauthorized or unpaid leave.

# # O #(%
Policy DEA

The district compensates overtime for nonexempt eyeele in accordance with federal wage and hour laws.
Only nonexempt employees (hourly employees and parapmi@s@mployees) are entitled to overtime
compensation. Nonexempt employees are not authoriaedrtobeyond their normal work schedule without
advance approval from their supervisor.

Overtime is legally defined as all hours worked in excé<k) hours in a work week and is not measured by the
day or by the employee’s regular work schedule. Nonpke@mployees that are paid on a salary basis are paid

for a 40-hour workweek and do not earn additional pay unlessmbwkymore than 40 hours. For the purpose of

calculating overtime, a workweek begins at 12:00 am Suaddyends at 11:59 pm Saturday.
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Employees may be compensated for overtime at time-dradfaate with compensatory time off (comp time)
or direct pay. The following applies to all nonexempt eppes:

Employees can accumulate up to 60 hours of comp time.

Comp time must be used in the duty year that it is earned.

Use of comp time may be at the employee’s requestsuijlervisor approval as workload permits, or at the
supervisor’s direction.

An employee may be required to use comp time before asym@ther available paid leave (e.g., sick,
personal, vacation).

Weekly time records will be maintained on all nonexeemployees for the purpose of wage and
salary administration.

WH B HHH & HH
Policy DEE

Before any travel expenses are incurred by an empltdyeemployee’s supervisor must give approval. A
vehicle request form must be submitted to the officegamgié will only be reimbursed when a school vehicle is
not available. For approved travel, employees willdimbursed for mileage and other travel expenditures
according to the current rate schedule established bygtretdiEmployees must submit receipts, to the extent
possible, to be reimbursed for expenses other than mileage.
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Policy CRD

Group health insurance coverage is provided through TRSe&4re, the statewide public school health
insurance program. The district’s contribution to empinsurance premiums is determined annually by the
board of trustees. Employees eligible for health inseeaoverage include the following:

Employees who are active, contributing TRS members
Employees who are not contributing TRS members and wehcegularly scheduled to work at least 10
hours per week

TRS retirees who are enrolled in TRS-Care (retiesdth insurance program) and employees who are not
contributing TRS members who are regularly scheduled t& i@es than 10 hours per week are not eligible to
participate in TRS-ActiveCare.

The insurance plan year is from September 1 through Augu§iu8dent employees can make changes in their
insurance coverage during open enrollment each spring léaktkEscriptions of insurance coverage, employee
cost, and eligibility requirements are provided to all lxyges in a separate booklet. Employees should contact
Roxanne Seidel for more information.
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Policy CRD

At their own expense, employees may enroll in supefeal insurance programs for Dental, Vision, Life &
Disability. Premiums for these programs can be paid byoflaleduction. Employees should contact Roxanne
Seidel for more information.
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Employees may be eligible to participate in the @afa Plan (Section 125) and, under IRS regulations, must
either accept or reject this benefit. This plan enadligghle employees to pay certain insurance premiung on
pretax basis (i.e., disability, accidental death and elisberment, cancer and dread disease, dental and

additional term life insurance). A third-party administratandles employee claims made on these accounts.

New employees must accept or reject this benefit duhair first month of employment. All employees must
accept or reject this benefit on an annual basis and dimengpecified time period.
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Policy CRE

The district, 