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INTRODUCTION

Thepurposeof this handbookis to provideinformation and guidanceregardingDistrict policiesand clarify
employmentproceduresandprocesses.

Thishandbookis neithera contractnor a substitutefor the official Districtpolicymanual,norisit intendedto
alter the at-will statusof noncontractemployeesRather,it is a brief explanationof selectedDistrictpolicies
andprocedureselatedto employment.Thesepoliciesand procedurescanchangeat anytime. Anychanges
shall supersedeany handbookprovisionsthat are not compatiblewith the change.For more information,
employeesmay refer to the policy codesthat are associatedwith handbooktopics, confer with their
supervisor, or call the appropriate District office. District policies can be accessedonline at
www.flowingwellsschools.orgr through the Flowing Wells Mobile Application.

FlowingWellsVision,Mission,CoreValues

Vision
PotentialFindsOpportunity
Mission

Exceptional educational opportunities and high expectations for achievement are the hallmarks of Flowing
Wells Schools.

Core Values

Studens. We base all decisiorm the question,” Ithésin the bestinterestofthes t udent s ?”
Integrity. We arefair, ethicaland honest. In all situations, welo what we sayandwe saywhat we do.
Quality. We believe thatfisomethingis worth doing, it isworth doingwell.

Balance.We support and respect each other as we fulfill our commitments to work, family, and
community.

Opportunity.We pursue diverse learning opportunities that inspire and challenge students to realize their
full potential.

GoverningBoard
Policies BB, BBA

The ArizonaConstitutionplacesthe responsibilityof establishingand maintainingpublic schoolson the
Arizonalegislatureand directsthe legislatureto provide for a state board of education,which hasgeneral
supervisiorof the publicschoolslt isfurther providedthat localpublicschoolaunderthe generalsupervision
of the State Boardof Educationshallbe maintained,developed,and operatedby locally elected boards.
Legallythen, localschoolboardsare instrumentsof the Arizonal egislatureand derivetheir authority from
the ArizonaConstitution,Arizonastatutes,andthe regulationsof the ArizonaAdministrativeCode.

TheBoardshallact asthe generalagentof the state of Arizonain carryingout the will of the peopleof this
Districtin the matter of publiceducation.TheBoardis authorizedunderthe lawsof the state of Arizonato
adoptall neededpoliciesandregulationsfor the organization evaluation,and governancen the District.

TheBoardusuallymeetson the secondand fourth Tuesdaysf eachmonth at 6:00 p.m. Speciameetingsmay be
calledwhennecessaryA written notice of regularand speciaimeetingswill be postedon the Districtwebsiteand
atthe AdministrationBuildingocatedat 1556W. PrinceRoadat least72 hoursbeforethe scheduledneetingtime.
Thewritten noticewill showthe date, time, place andsubjectf eachmeeting.
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All meetingsare opento the public. In certain circumstancesArizonalaw permitsthe Boardto go into a closed
sessiorfrom whichthe public and others are excluded Closedsessionsnay occurfor suchthingsasdiscussing
prospectivegiftsor donations,reakpropertyacquisitioncertainpersonnemattersincludingemployeecomplaints,
securitymatters,studentdiscipline or consultingwith attorneysregardingpendingditigation.

EMPLOYMENT

EqualEmploymentOpportunity
PolicyGBA

Discriminationagainstan otherwisequalifiedindividualwith a disabilityor anyindividualby reasonof race,
color, ethnicity, religion,sex,sexualorientation, genderidentity, genderexpressionage,nationaloriginand
disabilityis prohibited. Effortswill be madein recruitmentand employmentto ensureequalopportunity in
employmentfor all qualifiedpersons.

Title VI of the CivilRightsAct of 1964, Title IX of the EducationalAmendmentsof 1972,and Section504 of
the RehabilitationAct of 1973 carry the notice requirement requiring the FlowingWells SchoolDistrict
(FWSD)olicy of nondiscrimination.Flowing Wells SchoolDistrict is an equal employment opportunity
employerand strivesto comply with all applicablelaws prohibiting discriminationbasedon race, color,
ethnicity, sex,age, national origin or ancestry,religion, pregnancy physicalor mental disability, veteran
status, marital status, medicalcondition, genderstatus, sexualorientation, as well as any other category
protected by federal, state, or locallaws. All suchdiscriminationis unlawfuland all personsinvolvedin the
operationsof the Districtare prohibited from engagngin this type of conduct.

If you believethat you have beenthe victim of discriminationor harassmentpr if you becomeaware of
harassmenbor discrimination,you mustimmediatelyprovide a written or verbalreport to your Supervisor
or the Superintendent.

All complaintsof harassment/discriminatiomvill be investigatedpromptly, impartially,and in a confidential
manner, as much as possible,exceptto the extent that disclosuremay be necessaryfor the purposeof
investigationor remedial action, dependenton the circumstancesHarassmentand discriminationare
extremelyseriousmatters,andthosewho harasor discriminateagainstotherscanexpectto be disciplined,
up to andincludingtermination.

All employeesareencouragedo communicateo the Districtwheneverthey believeworkingconditionsmay
becomeintolerable and may causethem to resign.Pursuantto § 23-1052, ArizonaRevisedStatutes,all

employeesarerequiredto notify Superintendentn writing that aworkingconditionexiststhat anemployee
believesisintolerable,that will compelthe employeeto resignor that constitutesa constructivedischarge,
if the employeewantsto preservethe right to bring a claimagainstthe employerallegingthat the working

condition forcedthe employeeto resign.

Thisnoticeisavailablefrom the ADAand Sectiorb04compliancecoordinatorin larger print andon audiotape.

JobVacancyAnnouncements

HumanResourceshallprovide notice whena job openingoccurs.Positionswill typicallybe advertisedfor a
minimumof three (3) daysexceptin the caseof an emergency Anemployeewishingto be consideredor a
postedpositionmaydo soby completingthe job applicationprocessasaninternal candidate.

EmploymentAfter Retirement

Retireesmay qualify for re-employmentin Flowing Wells SchoolDistrict based on the Arizona State
RetirementSystem(ASR)egulationsand at the discretionof the Superintendentpasedon Districtneeds
and individualemployeequalifications.Retireesmust meet normal retirement requirements.To return to
full-time employment,the retiree must be terminated from employmentfor a minimum of twelve (12)
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months.The etiree mayreturn to part-time employmentwithout this requirement.(PleaseontactASR$or
details.)

Hiring SupportStaff
PolicyGDF

It shall be the policy of the District to employ and retain the best qualified personnel. This will be
accomplishedy givingcarefulconsideratiorto qualificationsandby providingcompetitivesalaryschedules
within the financialcapabilityof the District,adequatefacilities,and goodworkingconditions.

TheBoardhasthe legalresponsibilityof approvingthe employmentof allemployeesWhilethis responsibility
cannot be waived, the Board assignsto the Superintendentthe processof recruiting staff members.In
carryingout thisresponsibilitythe Superintendentnayinvolveother staffmembersasneeded Allpersonnel
selectedfor employmentmustbe recommendedby the Superintendentind approvedby the Board.

FingerprintClearanceand BackgroundChecks
PolicyGDFA

Allnewly hired non-certificatedDistrictpersonnel and personnelwho arenot paidemployeeof the District
andwho are not either the parentsor the guardiansof studentswho attend schoolin the Districtbut who
are required or allowedto provide servicesdirectly to studentswithout the supervisionof a certificated
employee- shallbe fingerprintedasa conditionof employment,exceptfor the following:

1 Personnelwho are required asa condition of licensingto be fingerprintedif the licenseis required
for employment.

1 Personnelwho were previouslyemployedby the Districtand who reestablishedemploymentwith
the Districtwithin one (1) year after the date that the employeeterminated employmentwith the
District.

TheSchooDistrictmayrequire non-certificatedpersonneland personnelwho are not paidemployeesf the
SchooDistrictandwho are not either the parentor the guardianof a pupilwho attendsschoolin the School
District but who are required or allowedto provide servicesdirectlyto pupilswithout the supervisionof a
certificatedemployeeto obtain afingerprint clearancecardasa conditionof employment.

Forthe purposesof this policy,supervisiomeansunderthe directionof and,exceptfor brief periodsof time
duringaschooldayor aschoolactivity,within sightof a certificatedemployeewhenprovidingdirectservices
to students.

If the SchoolDistrict does not require a fingerprint clearancecard as a condition of employment, non-
certificated personneland personnelwho are not paid employeesof the SchoolDistrict and who are not
either the parentor the guardianof a pupil who attendsschoolin the SchoolDistrict but who are required
or allowedto provideservicedirectlyto pupilswithout the supervisiorof a certificatedemployeemayapply
for a fingerprint clearancecard. A school district may release the results of a backgroundcheck or
communicatewhether the personhasbeenissuedor denieda fingerprint clearancecardto anotherschool
district for employmentpurposes.

TheDistrict may fingerprint or require any other employeeof the Districtto obtain a fingerprint clearance
card, whether paid or not, or any other applicantfor employmentwith the SchoolDistrict not otherwise
requiredby law. TheDistrictmay not chargethe costsof the fingerprint checkor fingerprint clearancecard
to the fingerprintedapplicantor nonpaidemployee.

Thecandidate'dingerprintsshallbe submitted,alongwith the form prescribedn GDFAE ,within twenty (20)
daysafter beingselected. Theform shallbe consideredapart of the applicationfor employment. TheDistrict
may terminate an employeeif the information on the affidavit required by A.R.S15-512 is inconsistent
informationreceivedfrom the fingerprintcheckor the informationreceivedin connectionwith afingerprint
clearancecardapplication.
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TheDistrictwill assumehe costof fingerprintchecksor fingerprintclearancecardapplicationsbut will assess
the employeefor chargesncurred.Personnelvho are not paidemployeeswill not be chargedor fingerprint
costs.

Individwals shall certify on the prescribednotarizedforms whether they are awaitingtrial on or haveever
beenconvictedof or admittedin opencourtor pursuantto apleaagreemencommittinganyof the following
criminaloffensesin Arizonaor similaroffensesin anyother jurisdiction:

1 Sexuabbuseof a minor.

Incest.

First or seconddegreemurder.

Kidnapping.

Arson.

Sexuahssault.

Sexuakxploitationof aminor.
Felonyoffensesinvolvingcontributingto the delinquencyof a minor.

Commerciakexualexploitationof a minor.

=A =4 =4 =4 4 4 4 -4 -4

Felonyoffensesnvolvingsale distribution,or transportationof, offer to sell,transport,or distribute,
or conspiracyto sell,transport,or distribute marijuanaor dangerousor narcoticdrugs.

Felonyoffensesinvolvingthe possessiotr useof marijuana,dangerousdrugs,or narcoticdrugs.
Misdemeanoioffensesinvolvingthe possessiotr useof marijuanaor dangerousirugs.
Burglaryin the first degree.

Burglaryin the secondor third degree.

Aggravatedr armedrobbery.

Rotbery.

Adangerousrime againstchildrenasdefinedin A.R.S13-705.

Childabuse.

Sexuatonductwith aminor.

Molestationof achild.

Manslaughter.

Aggravatedassault.

=A =4 =4 =4 4 4 4 4 4 4 -4 -4 -4

Assault.
1 Exploitationof minorsinvolvingdrug offenses.

A personwho makesa false statement,representation,or certificationin any applicationfor employment
with the SchooDistrictis guilty of a class3 misdemeanor.

TheDistrictmayrefuseto hire or mayreviewor terminate personnelwho havebeenconvictedof or admitted
committing any of the criminal offensesaboveor a similaroffensein another jurisdiction.In conductinga
review,the GoverningBoardshallutilize the guidelinesjncludingthe list of offensesthat are not subjectto
review, asprescribedby the StateBoardof Educationpursuantto A.R.S15-534. In consideringwvhether to
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hire or terminatethe employmentof a person,the GoverningBoardshalltakeinto accountthe factorslisted
inA.R.S15512

When consideringtermination of an employee pursuantto A.R.S.15512, a hearing shall be held to
determinewhethera personalreadyemployedshallbe terminated.

TheSuperintendenshalldevelopandimplementprocedureghat includethe followingin the employment
process:

91 Providefor fingerprintingof employeescoveredunderthis policyand A.R.S15-512.
91 Providefor fingerprintcheckspursuantto A.R.S41-1750

91 Providefor properly assessingmployeesfor fingerprint checksand depositingsaidfundswith the
countytreasurer.

Drugand Alcohol Substancea-reeWorkplace
PoliciesGBECGBECA

FlowingWells SchoolDistrict believesthat it isimportant to promote a drug-free community,to maintain
safe,healthy,andefficientoperations,andto protect the safetyandsecurityof the employeesfacilities,and
property of the District. Drugsor alcoholmay poseseriousrisksto the userandall thosewho work with the
user.In addition, the use,possessionsale,transfer,manufacture distribution, and dispensatiorof alcohol
or illegaldrugsin the workplaceposeunacceptablegisksto the maintenanceof a safeandhealthyworkplace
andto the securityof Districtemployeesfacilities,and property.

Substanceabuse,while at work or otherwise, seriouslyendangershe safety of employeesaswell asthe

generalpublic,andcreatesavarietyof workplaceproblems,includingincreasednjuriesonthe job, increased
absenteeism,increasedhealth care and benefit costs, increasedtheft, decreasedmorale, decreased
productivity, and a declinein the quality of productsand servicesprovidedby the District. Forall of those

reasonsthe Districthasestablishedhis Substance\busePolicy.

No employeeshallviolatethe law or Districtpolicyin the manufacture distribution, dispensingpossession,
or use, on or in the workplace, of alcohol, or any narcotic drug, hallucinogenicdrug, amphetamine,
barbiturate,marijuana,or anyother controlledsubstanceasdefinedin scheduled throughV of section202

of the ControlledSubstance#\ct (21 U.S.C812)and asfurther defined by regulationat 21 C.F.R1300.11
through 1300.15.

Workplaceincludesany schoolbuildingor any schoolpremisesand any schootownedvehicleor any other
schoolapprovedvehicleusedto transportstaff membersor studentsto andfrom schoolor schoolactivities
or on schoolbusinessOff schoolproperty, the workplaceincludesanyschoolsponsorecbr schootapproved
activity, event, or function where studentsor staff membersare under the jurisdiction of the District. In
addition, the workplaceshallincludeall property owned, leased,or usedby the Districtfor any educational
or Districtpurpose.

Any employeewho has been convictedunder any criminal drug statute for a violation occurringin the
workplace asdefinedabove,shallnotify the supervisomwithin five (5) daysthereof that suchconvictionhas
occurred.As a condition of employment,each employeeshall abide by the terms of the District policy
respectinga drug-free workplace. Any employeewho violates this policy in any manner is subjectto
discipline whichmayinclude,but is not limited to, dismissal.

EXCEPTIONnemployeemayuse,possessand/or be underthe influenceof medicationfor propermedical
purposeslIf anemployeemustuseor be underthe influenceof any medicationfor medicalpurposeswhile
on duty, on schoolproperty, or at a schoolrelated event awayfrom schoolproperty, the employeemust
report suchuseor beingunderthe influenceto his/herimmediatesupervisomupon reporting for work.
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EmployeeDrug Use,Abuseor Possession

Thenonmedicalse,abuse por possessionf drugsand/or useor possessionf alcoholisforbiddenon District
property or at Districtsponsoredactivities.Employeegleterminedto be in possessiomf, using,or abusing
drugsor alcoholshallbe reportedimmediatelyto the employee'rincipalor supervisorTheSuperintendent
shallbe notified immediately.

TheSuperintendenshallconductaninvestigationin consultationwith legalcounselasnecessaryEmployees
that violatethis policymaybedisciplinedup to andincludingtermination. If the investigationrshowssufficient
evidenceto suggestthat the employeewasinvolvedwith distribution or otherwisein violation of the law,
law enforcementauthoritiesshallbe notified.

Medical Marijuana

TheDistrictrecognize#Arizona'smedicalmarijuanalaw andshallnot discriminateagainsta personin hiring,
termination or imposition of any term or condition of employmentor otherwise penalizea personon the
basisof the person'sstatusasan eligiblemedicalmarijuanacardholder,or asaregisteredqualifyingpatient,
havinga positivedrug test for marijuanacomponentsor metabolites,unlessthe personused,possessear
wasimpairedby marijuanaon Districtproperty, at a Districtevent,or duringthe hoursof the personsregular
or extendedhoursof employment,or asprescribedby law.

Mandatory Annual Training

FlowingWellsUnified SchooDistrictis fully committedto the healthandsafetyof all faculty, staff, students
and visitors. TheDistrict believesthat occupantsafetyand a healthy environmentare important factorsin
the functioningof the total educationalrogram,makingthe district schoolsa better placeto learnandwork,
creatingpositive relationshipswith the district customersand stakeholdersand preparingstudentsto be
responsiblecitizensandto work safelyin the community.

As part of the Di s t rongoibhg’pregram to meet this safety commitment, comply with regulatory
requirements,andcontainhealthcarecosts all employeeanustcompletecertainsafetytraining, whenthey
first start working for the district and periodicallythereafter. The coursesare availablethrough an online
training system Nonexemptsupportstaff mustdo this duringwork hours.Professionaandexemptsupport
staff maycompletethe training at their convenience.

Health SafetyTraining

Certainemployeeswho are involvedin physicalactivitieswith studentsmust maintain and submitto the
Districtproof of currentcertificationor trainingin first aid, cardiopulmonaryresuscitatiofCPR)}he useof an
automated external defibrillator (AED), and concussionand extracurricular athletic activity safety.
Certificationor documentationof training must be issuedby the AmericanRedCrossthe AmericanHeart
Association,Arizona InterscholasticAssociation(AlA), or another organizationthat provides equivalent
trainingand certification.

Assignmentsand Transfers
Policy GDJ

TheSuperintendenwvill determineall supportstaff assignments.

Supportstaff shall be assignedbasedon the needsof the District, on their qualifications,and on their
expressedlesiresWhenit isnot possibleo meetall three (3) conditions,anemployeeshallbe assignedirst
in accordancewith the needsof the District,secondwhere the Superintendenteterminesthe employeeis
mostqualifiedto serve,andthird asto the expressegreferenceof the employee.

Assignmentsnaybe changedo servethe bestinterestsof the District.

Staffmembersmayapplyfor transferor reassignmenthether or not a vacancyexists.
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Thetransfer/reassignmenbf support staff memberswill be basedon the needsof the District,employee
gualificationsandthe employee'sexpressediesires Whenit isnot possibleto meetall three (3) conditions,
anemployeeshallbetransferred/reassignefirst in accordancevith the needsof the District,secondwhere

the Superintendentdeterminesthe employeeis most qualified to serve,and third asto the expressed
preferenceof the employee.

Theresolutionof anyconflictsoverthe needfor atransfershallbe basedon whatis bestfor the instructional
program,the needsof the students,andthe overallneedsof the Districtasdefinedby the Superintendent.

The above applies to transfers/reassignmentswithin the same job classificationand pay grade.
Transfer/reassignmeraf an employeeto a positionof greateror lesserpayrequiresBoardapproval.

Work Schedules
Policy GDK

All support stafemployees shall report to their duty stations on time each workday and shall, as scheduled,
be available there until the designated time(s) they are scheduled to leave.

Thenormal workweekfor support staff personnelwill not exceedforty (40) hours per week. Typicallythe
week will be basedon eight (8) hours per day, five (5) daysper week; however,the Superintendentmay
designateother workweekstructuresto meet varyingconditionsand needsof the District. Employeewill
be notified at leastone (1) weekin advanceof anymodificationto the workweekplan.

Individualemployeework scheduleswill be basedon the positionheld by the respectiveemployeesandon
Districtneedsasidentified duringthe employmentprocess.

Forthe purposeof calculatingregularand overtime hoursin accordancevith wageand hour requirements,
the District'sdesignatedvorkweekshallbeginat 12:01a.m.on Sundayand concludeat 12:00midnightthe
following Saturday

An employeemay work overtime, providedthat advanceauthorizationis obtainedfrom the supervisorin
chargeor, in the caseof anemergencyauthorizationis obtainedimmediatelyupon completionof the work
or assoonthereafteraspracticable.

Supportemployeesare employedat-will and receive notification of the required duty days,holidays,and
hoursofworkfor their positiononanannuabasisNonexemptemployeesarenot authorizedto workinexcess
of their assignedchedulewithout prior approvalfrom their supervisorEmployeesirerequiredto useDistrict
time clockgo recordtime worked.

OutsideEmployment
Policy GDR

A regular,full-time employee'sposition in the District shallbe givenprecedenceover any type of outside
work or selfemployment.Employeesre free to carryon outsidework or selfemploymentprojectsaslong
asno Districtfacilities,equipment,or school(sare used,exceptasprovidedby policy,andthe outsidework
or seltemploymentdoesnot interfere with the employeesperformanceof Districtassignediuties.

Theoutsidework or selfemploymentby a staff memberis of concernto the Boardinsofarasit may:
1 Preventthe employeefrom performingassignedesponsibilitiesn an effectivemanner.
1 Beprejudicialto propereffectivenessn the positionor compromisethe District.

1 Raisea questionof conflict of interest - for example where the employee'spositionin the District
permitsaccesgo information or other advantageusefulto the outsideemployer.

Therefore,an employeemay not perform any duties related to outside work or selfemploymentduring
regularDistrictworkinghoursor duringthe additionaltime that is neededto fulfill the responsibilitiesof the
Districtposition.Employeesvho violate this policyare subjectto reprimand,suspensiongor termination.
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PerformanceEvaluations
Policy GDO

All supportpersonnekhallbe evaluatedby the appropriatesupervisoior administrator. Awritten evaluation
of effectivenesof eachsupportstaff membershallbe completedduringthe first yearof employmentand
not later than ninety (90) daysafter the first day of work. At leastonceeachyearthereafter,anevaluation
will be conducted.Theevaluationwill be usedto increasgob proficiencyand for recommendingcontinued
employment.

Staff Involvementin DecisionMaking
Policy GBB

It shallbethe policyof the Boardto encourageemployeeparticipationin the decisionmakingfor the District.
The Superintendentis authorizedto establishsuchcommitteesas necessaryto recommendpoliciesand
regulationsthat will enhancethe operationof the District.In recommendingpoliciesto the Boardandin the
developmentof regulationsfor the operationof the District,the Superintendentnayinvolveat the planning
stage wheneverfeasible anyemployeesvho maybe affectedby suchprovisions.TheSuperintendenshall
establishwith certificatedand supportstaff employeeschanneldor the readyintercommunicatiorof ideas
and feelingsregardingthe operation of the schools.The Superintendenshallweighwith care the counsel
givenby employeesandinform the Boardof suchcounselin presentingrecommendationgor Boardaction.

{ dzLJS N y (Chssife8Advis@ydorum(S.C.A.F.)

TheS u p e r i n tClagssified\dvisdrysorum(S.C.A.Fipeetsmonthlywith the Superintendento discuss
ideasof mutual concernto the schooldistrict. An employeeshouldcontactthe S.C.A.Fepresentativein
his/her department (food service, transportation, maintenance and grounds, custodial, or
secretarial/clerical/aidesyith anyquestionsor concerns.

ProfessionaDevelopment
Policy GCI

Ourcontinuedmissionisto providethe mostoutstandinglearningopportunitiesfor our students.

In orderto help studentslearn,we are continuallyfocusingon setting high expectationsgcreatingrelevancy
in lessondesign,andparticipatingin afocusedearningcommunity.Whenall staff membersengagean these
endeavorswe canadvancethe 21stCenturyclassroonfor all students.

COMPENSATION AND BENEFITS

Employeesare paid in accordancewith administrative guidelinesand an establishedpay structure. The
Di s t payplartsdreseviewedbythe administrationeachyearandadjustedasneeded All Districtpositions
are classifiedas exempt or non-exempt accordingto federal law. Professionakmployeesand academic
administratorsare generallyclassifiedas exemptand are paid monthly salaries.Theseemployeesare not

entitled to overtime compensationOtheremployeesare generallyclassifiedasnon-exemptandare paidan

hourlywageor salaryandovertimepayfor eachhourworkedbeyond40 in a workweek.

Wageand Hour Guidelines
Policy GDL

Thenormal workweekfor support staff personnelwill not exceedforty (40) hours per week. Typicallythe
week will be basedon eight (8) hours per day, five (5) daysper week; however,the Superintendentmay
designateother workweekstructuresto meet varyingconditionsand needsof the District. Employeewill
be notified at leastone (1) weekin advanceof anymodificationto the workweekplan.

Individualemployeework scheduleswill be basedon the positionheld by the respectiveemployeesandon
Districtneedsasidentified duringthe employmentprocess.
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Pay Periods

Payperiodscloseapproximatelyone weekprior to paydate. Supportemployeesare paid for hoursworked
timesthe hourlyrate on a biweeklybasis.

Workweek

Forthe purposeof calculatingregularand overtime hoursin accordancevith wageand hour requirements,
theDi s t designdtedvrkweekshallbeginat 12:01a.m.on Sundayand concludeat 12:00midnightthe
following Saturday

ExemptEmployees

Exemptmployeesaredefinedbythe FLSAsemployeesvho areexemptfromthe A ¢ fprovisiongegarding
overtime compensation Exemptemployeesinclude professional executiveand administrativeemployees
who meet narrowly definedcriteria.

NonexemptEmployees

Nonexemptemployeesare defined by the FLSAasemployeeswho are coveredunderthe A ¢ tprowssions.
Nonexemptemployeesare usuallyreferredto ashourly employees.

Wage Increases

Wageincreasesare grantedat the beginningof eachfiscalyear (Julyl) contingentupon GoverningBoard
approval.

Holidays

Fulitime, 12month support staff shall receivea minimum of fourteen (14) paid holidaysper year. Paid
holidaysare not considered w o r hkoeudsinda're not utilizedin weeklyovertime paymentcalculations|f
an employeeis eligible to receive a paid holiday, the employee must be working or be on paid leave
immediately precedingand following a regularly scheduledholiday. An employeecannot elect to defer
availablepaidleavein orderto be on paidstatusbeforeor after aholiday.Employeesvill be paidall available
paidleavebefore beingplacedon unpaidleave.

Vacation
Professionaémployeeshired before July 1, 2018 arentitled by contractto receivevacationasfollows:
1. One(l)andtwo (2)yearsof service—ten (10)vacationdays.
2. Three(3)andfour (4) yearsof service—fifteen (15)vacationdays.
3. Five(5)throughten (10)yearsof services-twenty (20)vacationdays.
4. Commencingvith the eleventh(11") yearof service-twenty-one (21) vacationdays.
Professionaémployeeshired after July 1, 2018 arentitled by contractto receivevacationasfollows:
5. One(1)through five (5 yearsof servce—ten (10)vacationdays.
6. Six (§through ten (10 yearsof service—fifteen (15)vacationdays.
7. Commencingvith the eleventh(11") yearof service-twenty (20 vacationdays.
Vacationdayswill be proratedfor a partial yearof employment.

Forthe purposesof this policy, full-time is definedaseight (8) hoursper day, five (5) daysper week,twelve
(12)monthsperyear.

Earnedvacationmust be taken by June30 of the yearfollowing the yearin whichit is earnedor it will be
forfeited, unlessspecialrrangementhavebeenmadewith thee mp | o supeevisoandapprovedbythe
Superintendent.A request for vacation must be submitted electronicallyand approval granted by the
e mp | o gupeevisomt leastthree (3) daysprior to vacationleave.
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Anemployeeworkingin a positionwithout vacationleavebenefitswho then transfersto a vacationleave
eligiblepositionwill accruevacationbenefitsbasedon the date of transferto the vacationeligibleposition.

TimeClock
Thetime clockisthe D i s t officia ihstrusnentwhich:

9 captures the actual time worked (time in, time in and out for lunch, and time out) by a nonexempt
employee;and

i calculatesovertime earned.

Nonexemptemployeesare requiredto accuratelyrecordin the time clockall hoursworked, all leavetime,
vacationtime, andovertime.

TimeWorked

Timeworkedis definedasthe time anemployeeisonduty onthe Di s t prémisésor at a work location
authorizedby the District. It doesnot includetraveltime to andfromthee mp | o lfome Hosvevertime
spentby an employeein travellingfrom job site to job site during the workday must be countedashours
worked.

Volunteers

Nonexemptemployeesmay not volunteeranyservicego the Districtunlessthe employeedoesnot provide
the sametype of servicesasprovidedduring his/her normalworkday.Failureto complywith this guideline
mayresultin disciplinaryactionup to andincludingdismissalVolunteerwork that is relatedto a nonexempt
e mp | o regularjotsis not consideredsoluntaryandmustbe compensatedappropriately.Volunteerwork
mustbe performedonane mp | o peesenaltisne.

Breaks

Breaksare not required by Federal,state or locallaw. Supervisorgnay grant employeesa 15-minute paid
restbreakfor everyfour (4) hoursof scheduledvork time. A supervisormayrequirethat an employeework
throughhis/her breakto meetanurgentneed.

Restrictiongegardingbreaks:

1 Breakanaynot betakenatthe beginningofthee mp | o scleeduledvorktime (anemployeemay
not arrive 15 minuteslate for work and callthat a break.)

1 Breaksmaynot betakenatthe endofthee mp | o gceeduledvork time (anemployeemay not
leavework 15 minutesearlyandcallthat a break.)

Breaksmaynot be combinedwith alunchbreakto createalongerlunchtime.

If for anyreasonan employeedoesnot take a break,the employeeis not entitled to: alongerbreak
the nexttime he/shetakesa break;an extrabreakin the future; or extracompensatiorfor missing
abreak.

FlexTime

Nonexempt employeeshave a normal assignedworkweek and workday. Supervisorsof nonexempt
employeesshallensurethat eachemployeeperformswork duringthe scheduleof hourson duty to which
the employeeis assignedHowever,in the courseof normal operations,an employeemay be required to

work an alternativeflex schedule In somesituations,the employeemay not be ableto work the regularly
scheduledworkdayor hours. In either of these caseswith prior approvalfrom the site administrator,an
e mp | o waekdaymaybe adjusted.Forexample the employeemight work six (6) hoursduring Monday
andten (10) hourson Wednesdayin the sameweek Theactualhours are recorded,by day, on the time

clock.Thetotal numberof hoursworkedby the employee(includingflextime) duringthe weekshouldequal
the total numberof hoursthe employeeis requiredto work duringthe week.
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Lunch

Nonexemptemployeeswvorking more than thirty (30)hoursperweekare entitled to and musttake a thirty
(30)minute duty-free lunchbreak. Thesite administratormayrequire or authorizea sixty (60) minute lunch
breakfor anemployee(ratherthan a 30 minute lunch)if thisisin the bestinterestof the District.

Compensatorylime(CompTime)/Overtime

As of July 1, 2019, tidowingWellsSchooDistrictwill not issue Compensatory Time OffEmployees will
be paid for each hour worked at their hourly rate up to forty (40) hours each w&bk.Flowing Wells School
Districtadheresto all FederaWageand Hour Guidelinesasspecifiedin the FairLaborStandardsAct (FLSA).
The District providesmonetary compensationfor hours worked duringane mp | o yoemealscheduled
workday.

Nonexemptemployeeswvho work more than forty (40) hoursper weekshallbe awarded” o @ e maéthe

rate of oneandone-half(11/2) hoursfor eachhour of overtimework. Any overtime hoursnustbe approved
in writing by the immediatesupervisobeforethe employeeworksovertimeor, in the caseof anemergency,
immediatelyupon completionof the work or assoonthereafteraspossible.

OvertimeAuthorization Procedures

Superintendentsprincipalsanddirectorsmayauthorizeovertimeto meet Districtgoalsandinitiatives.Prior
written approvalusingthe PersonneActionReques{PARJorm mustbe obtainedbeforethe employeemay
work overtime.

ThePARmustinclude:
1 TheestimatedOThoursto be worked(e.g.10:00p.m.to 12:00midnight),
9 the purposefor the OT,
1 fundingsourcefor the OT

IMPORTANNOTICEANn employeewho works unauthorizedovertime will be compensatedhowever,the
employeewill be subjectto disciplinaryactionup to andincludingdismissal.

Additionalrequirementsregardingauthorizationof overtime:
1 All approved overtime hours must be recorded on the time clock.

1 Any time less than forty (40) hours worked in a week is at straight time and any time over forty (40)
hours worked(sick leave, vacation and holiday hours do not courthe employee must actully
be at work)in a week is at time and oraalf (1 1/2).

Nonexemptemployeeswho work on a day that is a paid holiday will be compensatedaccordingto the
Overtimeproceduredistedabove.

Direct Deposit

ElectronicDirect Depositis an efficient, secureand economicalmethod for delivering payments.Direct
depositassureghatani n d i v pagmerti$ depssitedevenif they areout dueto illness,on paid time off
or on other approvedleave.Electroniadepositof fundscanbe madeto anyfinancialinstitution in the United
States.Electronicdirect depositpaymentscanbe depositedto a checkingdebit or savingsaccountof the
i ndi v chdiae,atlarly.S.financialinstitution. Employeesare solelyresponsiblefor notifying Flowing
Wells SchoolDistrictof any changesn their bankinginformation, suchasaccountnumberchangesglosed
accountspor bankrouting numberchangesFailureto notify mayresultin adelayin payment.

FWUSD Support Employee Handbook
2019-2020 11| Page



PayrollDeductions

Paycheckgeflect total earningsfor the pay period, as well as any mandatory or voluntary paycheck
deductions.Mandatory deductionsare deductionsthat FlowingWells SchoolDistrictis legallyrequiredto
take. Suchdeductionsincludefederalincometax, SocialSecuritytax (FICA)employeecontributionsto the
ArizonaStateRetirementSysten(ASRS andanyapplicablestatetaxes.Voluntarydeductionsaredeductions
that are employeeauthorized.Suchdeductionsmight includeinsurancepremiums,contributionsto credit
unions or savingsaccounts.

WageGarnishments

Awagegarnishmenisanorder from acourtor agovernmentagencydirectingFlowingWellsSchooDistrict
to withhold a certainamount of moneyfrom ane mp | o pagcheéckand sendit to a personor agency.
Wagescan be garnishedto pay child support, spousalsupportor alimony,tax debts, outstandingstudent
loansor moneyowed becauseof ajudgmentin a civillawsuit.

If the Districtisinstructedby acourtor agencyto garnishane mp | o wagesthesemployeewill be notified
of the garnishment.Pleasenote that the District is legally required to comply with these orders. If an
employeedisputesor hasconcernsabout the amount of a garnishment,the employeemust contact the
courtor agencythat issuedthe order.

Professional Growth Compensation

Policy GCI

Professional development activities include college and university courses relevant to the
e mp | o yesiidh.dn-service training, workshops, seminars, conferences may also be
considered for professional growth when related to the employee's position.

Salary Compensation Credit Plan

Salarycompensatiorcredit for any approvedprofessionahctivity whichwill contribute to the improvement
of a support employee'sperformanceof duties in his/her present assignmentmay be granted by the
Superintendent.

A ProfessionalGrowth Request{PGRJorm must be submittedwith required supportingdocumentationto
the HumanResource®fficeto be consideredfor professionalgrowth credit. Requireddocumentationfor
university and college courseworkis a transcript. Requireddocumentationfor other professionalgrowth
activitiesincludesadetaileddescriptionof the activity (in-servicetraining,workshop,seminaror conference)
anda signedcertificate of completionwhich specifiesthe numberof clockhoursawarded.

Areviewof a professionahctivity for prior approvalis not requiredto submita ProfessionatGrowth Request
(PGR)However,upon provisionof a coursedescriptionfrom the relevant college catalogor a detailed
descriptionof the activity (in-servicetraining,workshop,seminar,or conference)written prior approvaimay
be provided after consultation with Human Resourcesto guarantee acceptanceof the activity for
professionafrowth credit.

Salaryadvancementmay be requestedfor each six (6) credits of approved professionaldevelopment
activities.Fornon-collegecourseworksuchasworkshopsand conferencesfifteen (15) contacthoursequal
one (1) credit. In-District staff developmentcoursestaken outsidethe schoolday, and not compensatedn

anyother way, maybe usedtoward advancemenbn the professionafgrowth compensatiorplan.

No salaryadvancementredit shallbe givenfor collegecourseworkwherelessthan a gradeof Cis earned.

For support stafemployees Salary advancement will be in the form of an increase in support staff hourly
rate based on a uniform rate in accordance with the current compensation plan for support staff employees.
Once the required documentation has been received in the &tuiResources office, the rate increase will

be reflected within two (2) biveekly pay cycles.
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District Paid Fees

Enroliment fees may be paid by the District for any course work that is taken at the direction of the
Superintendent. If course enrollment fees are paid by the District, salary advancement shall not be granted
for the courses. When enroliment fees are paig the District, verification of courses taken and passed
successfully with at least@grade must be by official transcript and received in the Human Resources office
by January 31 for courses taken the previous calendar year. Failure to provide adfigieation by this date

will obligate the employee to reimburse the District for tuition paid prior to the end of the current contract
year. Should an employee fail to complete course requirements or receive a gréder 6ffor a course(s)

for whichthe District has provided enroliment fees, the District shall be reimbursed the enroliment fees prior
to the end of the current school year. An employee who fails to complete requirements for a course may
elect to repeat the course and pay enroliment féasi/herself in lieu of reimbursement to the District. The
course must be taken at the next available opportunity the course is offered unless delayed with
administrative approval.

Longevity Stipends
Policy GBC

SupportStaff

Supportstaff employeesshallreceivetwenty-sevencents(.27) per hour longevitypay after completingten
(10)yearsof service,nine cents(.09) per hour after completingfifteen (15) yearsof serviceand nine (.09)
centsper hour after completingtwenty (20) yearsof service.Theserviceincrementwill be paid startingon
the first (1st)of the month in whichthe employeewashired.

Coaching Staff

Coachesompletingten (10) yearsin FlowingWells SchoolDistrictin the samecoachingassignmentwill
receivea longevitystipendequivalentto elevenpercent(11%)of the StudentActivity Compensation{SAC)
Scheduléasein their eleventh(11") yearof coachingn the sameassignmenandthereafter.

SpecialOne-TimelLongevityStipends
Policy GBC

Anemployeewho hascompletedtwenty-one (21)yearsin the Districtwill receivea one (1)time only stipend
equalto twelve percent(12%)of the employee'ssalary with the twelve percent(12%)one-time only stipend
to be paidduringthe Employee'swenty-second22nd)yearcontract(or in afiscalyearthereafterif mutually
agreedbetweenthe employeeandthe Districtasset out below). An employeewho hascompletedtwenty-
four (24)yearsin the Districtwill receivean additionalone-time only stipendequalto three percent(3%)of
the employee'ssalary,with this additionalthree percent(3%)one-time only stipendto be paid duringthe
employee'stwenty-fifth (25th) yearcontract(or in a fiscalyearthereafter if mutually agreedbetweenthe
employeeandthe Districtassetout below).

An employeehasthe option of requestingthat either or both of the specialone-time longevity stipends
referencedabove be deferred suchthat the paymentoccursin a contract year other than contract year
twenty-two (22) or contract year twenty-five (25), as applicable.Paymentdeferral requires the mutual
agreementof the employeeand the District. An employeemust notify the Districtby March 1 of the fiscal
yearprecedingthe fiscalyearpaymentisto be madeif the employeedesiresto haveastipenddeferredto a
subsequenfiscalyear(i.e.,other thanyeartwenty-two [22] or yeartwenty-five [25] asapplicable) Amutual
agreementmustbe signedby the employeeandthe Districteachyearin orderto deferpaymentof either or
both of the specialonetime longevitystipends.Toapplyfor paymentdeferral,the employeemust submita
PersonnelActionRequesform to the AssistantSuperintendenfor Human Resourcesn or before March1
of the fiscalyearprior to the fiscalyearpaymentis to be made,whichtimeline will be strictly enforced.

Forthe purposeof this policy, the term salaryis defined asthe employee'shasesalaryplus override plus
longevityfor the contractyearduringwhichthe employeereceivespaymentof a specialonetime longevity
stipend.
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Anemployeequalifiedto receivea specialonetime longevitystipendshalldesignatea beneficiaryto receive
anyunpaidportion of the stipendin the eventthat, after suchstipendis earned,the Employeediesprior to
receivingthe full stipendamount.

Anemployeewhoisa“late h i r(ie.’beginswork after the first day that suchemployeewould normally
beginworkin the positionthe employeeholds)isentitled to receiveone (1) yearof servicetoward the special
onetimelongevitystipendsreferencedby this policyif andonly if the employeeis hired prior to Januaryl of
that fiscalyear.

Unpaidleavesof absenceshallnot be countedasyearsof servicefor the purposeof this policy. Sabbaticals
areviewedaspaidleavesandwill be countedasyearsof servicefor purposesof this policy.

An employeewho hasone (1) or more yearsof servicewith the Districtasa part time employee(i.e., less
than one hundred percent[100%]FTE)shallreceiveone (1) year of credited servicefor everyyear of full

time or part time employment,but any specialonetime longevitystipendearnedby the employeeshallbe
reducedin a proportional fashionto accountfor the part time employment. Examplesof proportional
reductionsfor periodsof part time employmentcanbe reviewedin the District'sbusinessffice.

Notwithstandinganythingto the contrary above,an employeewho has received,or remainseligible to

receive,benefitspursuantto the District'srecentlyrescindedeary retirement incentivepolicy shallnot be

entitled to receivethe specialonetime longevity stipends referencedby this policy. Acceptanceby an

employeeof any specialonetime longevity stipendreferencedby this policy shallbe deemeda conclusive
determinationthat the employeeis not eligibleto receivebenefitsunder the District'srecentlyrescinded
earlyretirementincentivepolicy.

BenefitsOffered
Policy GDBD

Major Medical and Hospitalization Insurance

The District will contribute an approved amount toward major medical insurance for each employee.
TermLife Insurance

A $25,000term life insurancepolicyis providedby the Districtat no costto the employee.
Dentallnsurance

TheDistrictwill contribute anamountof moneyequalto 100%of the premiumcostfor the employeefor the
leastexpensivaedental programoffered by the District.

VisionCarelnsurance

Employeesre eligibleto participatein a voluntaryvisioncareinsuranceprogramat the soleexpenseof the
employee.

Voluntary Life/ ShortTerm Disability Buyp

Employeesare eligible to participate in these voluntary insuranceprogramsat the sole expenseof the
employee.

Pleasenote cTheS Y LJf 2 greé®nfifcostfor medical,dental, and visioninsurancewill be deductedon a
pre-tax basisunlessa written requestnot to is submittedto the PayrollOfficeby August15.

FlexibleSpendingPlan

Employeesreeligibleto participatein the pre-tax FlexibleSpendind?lanfor out-of-pockethealthinsurance
and child/dependent care expenses.Participationin this plan reducestaxable income and is strictly
voluntary.Enrollmentdeadlineis Junelb.
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IncomeProtection/ShortTermDisability

Anincomeprotectionplanis providedby the Districtat no costto the employeecommencingn the 615 day
of disability,dueto healthor accident,in the amountof two-thirds (2/3) of thee mp | o gueent'sadary.

PleaseNote: Suppot staff employeesbhecomeeligible for insurancebenefitsthe first (1) of the month
following thirty (30) days after date of hire. For information regarding insurance benefits under the
ConsolidateddmnibusReconciliatiorAct (COBRA¥eesectionon COBRA.

Employee Assistance Program

AnEmployeeAssistancérogram(EAP)s providedby the Districtat no costto the employee Resourcesnd
information on issuesincludingstress.family/parentingconcerns anxiety/depressionangermanagement,
alcoholand substanceabuseproblems,and marital/relationshipconcernsare available.

TaxShelteredAnnuity Plans

Districtemployeesare eligibleto participatein a tax shelteredannuity (TSAplan, which allowsemployees
to defer payingincometax on that portion of incomeset asidefor the plan. Any companyregisteredand

licensedn Arizonaandapprovedby the GoverningBoard(upto twenty [20] companies)mayoffer annuities.
An employeeshouldarrangethis with his/her companyrepresentative then contactthe PayrollOfficeto

signarequestto amendhis/her salaryreductionagreementby the appropriateamount.Enrolimentdeadline
for changesor start-ups is June 15 for twelve (12) month employeesand August 15 for (ten) month

employeesThemidyeardeadlineis Decemberl5. EmployeesnaydiscontinueT SAwithholdingsat anytime

duringthe year.

Guidelines for Change of Election

Anypremiumsdeductedon apre-taxbasisromthee mp | o pagcbeckwillbe” | o ¢ kifér the duration
of the planyear,whichbeginsJulyl and endsJune30. New enrollmentsmay only be requestedduringthe
annualenrollmentperiod,or within 30 daysafter aqualifyingevent.

The only exceptionswill be those situationsinvolvinga family status changeor other qualified event, as
identified by IRSSectionl25regulationsand listed below*:

1 Changene mp | o lggalmaritalstatus.

Changenthe numberofe mp | o gepeadergqbirth, adoption,death).

Changen employmentstatusof employee spousepr dependentaffectingeligibility.

E mp | o depeadergsatisfienr ceaseso satisfyeligibility Requirements.

Gainof othercoveragainderothere mp | oplaa(e.g.,@penenrollmentofs p o uesnployer).
Lossofcoverage.

COBRAualifyingevents.

Judgmentdecree ororder.

1 Medicareor Medicaideligibility.

=A =4 =4 =4 4 -4 4

Achangeof electionmustbe relatedto the reasonfor the change.Theemployeemustrequesta changeof
electionwithin 30 calendardaysof the date of the qualifyingevent. Changesequestedafter thistime frame
will not be permitted until the nextannualenrollmentperiod.

An approvedchangeof electionwill be effectivethe first day of the month following the date all required
documentsare submitted; exceptionsmay apply basedon the qualifyingevent. Employeeanust contact
HumanResource$or assistancavith a changeof election.
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ConsolidatedOmnibusReconciliationAct (COBRA)

Healthbenefit provisionsin the ConsolidateddmnibusBudgetReconciliatiorAct (COBRAdllowterminated

employeesrthosewho losecoveragebecauseof reducedwork hoursto buygroupcoveragedor themselves
andtheir familiesfor limited periodsof time. If you are entitled to COBRAenefits,you will receivea notice

statingyourright to chooseto continuemedicalbenefits.Youhavesixty (60)daysto acceptcoverageor lose

all rightsto benefits.

COBRAontainsprovisionsgivingcertainformer employeesyetirees, spousesand dependentchildrenthe
right to temporarycontinuationof health coverageat grouprates. Thiscoveragehowever,is only available
in specificinstances.Group health coverageis usually more expensivethan health coveragefor active
employees,since usuallythe employer paysa part of the premium for active employeeswhile COBRA
participantsgenerallypaythe entire premium.lt is ordinarily lessexpensivethough, than individualhealth
coverage.

Who is Covered?

Employeestf you are an employeeof FlowingWells SchoolDistrict, coveredby the FlowingWellsmedical
benefitsplan,youhavearightto choosethis continuationof coveragef youloseyourgrouphealthcoverage
becauseof a reductionin your hours of employmentor the termination of your employment(for reasons
other than grossmisconduct).

Spousesf employeesif you are the spouseof an employeecoveredby the FlowingWellsmedicalbenefit
plan,youarea“ Qu a IBiefnied damdhawathe fight to choosecontinuationcoverageyourselfif you
losegrouphealthcoverageunderthe Planfor anyof the followingfive reasons:

1 Thedeathof yourspouse;

1 theterminationofyours p o uaneloyment(for reasonstherthangrossmisconductpr reduction
inyours p o ulwoersofemployment;

9 divorceor legalseparationfrom your spouse;
1 yourspousebecomingentitled to Medicare,or
1 commencemenbf certainbankruptcyproceedingsif your spouseis retired.

Dependenthildren: A dependentchild of an employeecoveredby FlowingWells medicalbenefitsplanis
alsoa“ Qu a IBiefnied darmd haatheyright to continuationof coveragef group health coverageunder
the Planislost for anyof the following sixreasons:

1 Thedeathof aparent;

1 theterminationofap a r eempldyment(for reasonsother than grossmisconduct)r reductionin
ap ar ehoursofemployment;

1 p ar edvorcsorlegalseparation;

1 aparentbecomingentitied to Medicare;

i the dependentceasingo bea“ d e p e o & eumnderFlowingWellsmedicalbenefitsplan;or
1 proceedingn a bankruptcyreorganizatiorcase f the parentisretired.

Achildbornto, or placedfor adoptionwith, the coveredemployeeduringa period of continuationcoverage
isalsoa“ Qu a IBiefniedd ci ar y” .

SeparateElectionsif there is a choiceamongclassificatiorof coverageunderthe plan,eachof youwho are
eligiblefor continuationof coverageis entitled to make a separateelection. Thus,a spouseor dependent
childisentitled to electcontinuationof coveragesvenif the coveredemployeedoesnot makethat election.
Similarly,a spouseor dependentchild mayelecta different coveragerom that of the employee.
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YourDutiesunderthe Law

Under the law, the employeeor a family member hasthe responsibilityto inform FlowingWells School
Districtof adivorce,legalseparationor a childlosingdependentstatusunderthe Plan,within sixty (60)days
of the date of the event. In addition, the employeeor a family membermustinform FlowingWells School
District of a determination by the SocialSecurity Administrationthat the employeeor covered family
memberwasdisabledduring the sixty (60) day period after thee mp | o terenmdtian of employmentor
reductionin hours,within sixty (60) daysof suchdeterminationand before the end of the originaleighteen
(18) month continuation coverageperiod. ( Se e “ Syesforida Is a bbeldwi) i, yuring continued
coveragethe SocialSecurityAdministrationdeterminesthat the employeeor family memberis no longer
disabled the individualmustinform FlowingWellsSchooDistrictof this re-determinationwithin thirty (30)
daysof the date it ismade.

E mp | oDRQugesunderthe Law

WhenFlowingWellsSchooDistrictis notifiedthat a“ Qu a | E ¥ ¢ hasoigcurredyou will be notified of
your right to choosecontinuationcoverage Underthe law, you haveat leastsixty (60) daysfrom the date
you would lose coveragebecauseof one of the eventsdescribedaboveto inform FlowingWells School
Districtthat youwant continuationcoverage.

ChoosindgContinuationCoverage

If you do not choosecontinuation coveragewithin the time period describedabove, your group health
insurancecoveragewill end. If you choosecontinuationcoverage FlowingWells SchoolDistrictis required
to giveyou coveragethat, asof the time coverageis beingprovided, is identicalto the coverageprovided
under the Planto similarly situated employeesor family members.Thismeansthat if the coveragefor
similarly situated employeesor family membersis modified, your coveragewill be modified.“ Si mi
s i t u eeferstaldcurrentemployeeor dependentwho hasnot hada QualifyingEvent.

HowLongWill Coveragé.ast?

Thelaw requiresthat if you lost group health coveragedue to a termination of employmentor reductionin
hours,youandyoureligibledependentanustbe affordedthe opportunity to maintaincontinuationcoverage
for eighteen(18) months. If youlosecoveragegor anyother QualifyingEvent,the coverageperiodis thirty -
six (36) months. Additional qualifying events (such as death, divorce, legal separation,or Medicare
entitlement) may occurwhile the continuationcoverageis in effect. Sucheventsmay extend an eighteen
(18)month continuationperiodto thirty -six(36) months, but in no eventwill coverageextendbeyondthirty-
six(36)months.

Specialulesfor disability. If the employeeor coveredfamily memberis disabledat anytime duringthe first
sixty (60)daysof continuationcoveragethe continuationcoverageperiodistwenty-nine (29) monthsfor all
family members,eventhose who are not disabled.The disabilitythat extendsthe continuationcoverage
period must be determinedby the SocialSecurityAdministration. The employeeor family membermust
inform FlowingWellsSchooDistrictwithin sixty (60) daysof the date of disabilitydeterminationandbefore
the endof the originaleighteen(18)month continuationcoverageperiod. If, duringcontinuedcoveragethe
SocialSecurityAdministrationdeterminedthat the employeeor family memberis no longerdisabled,the
individualmust inform FlowingWells SchoolDistrict of this re-determinationwithin thirty (30) daysof the
dateit is made.If anemployeeor family memberis disabledand anotherqualifyingeventoccurswithin the
twenty-nine (29)month continuationperiod, then the continuationcoverageperiodisthirty -six (36) months
after the termination of employmentor reductionin hours.
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Continuationcoveraganaybe cut short Thelaw providesthat your continuationcoveragamay be cut short
prior to the expirationthe 18-, 29-, or 36-month periodfor anyof the followingfive (5) reasons:

1 FlowingWellsSchooDistrictno longerprovidesgroup health coverageo anyof its employees;

1 Thepremiumfor continuationcoverages not paid in a timely manner(within the applicablegrace
period);

9 Theindividualbecomescoveredunderanothergroup health plan (whetheror not asan employee)
that doesnot contain any exclusionor limitation with respectto any preexistingcondition of the
individual (other than an exclusionor limitation that, after July1, 1997, doesnot applyto, or is
satisfiedby, the individualunderthe provisionsof the HealthinsurancePortabilityand Accountability
Actof 1996);

Theindividualbecomesentitled to Medicare;

Coveragéasbeenextendedfor up to twenty-nine (29) monthsdue to disability(see” S p erdles a |
ford i s a bandthere hasbg¢enafinal determinationthat the individualis no longerdisabled.

Youdo not haveto showthat you areinsurableto choosecontinuationcoverage However,underthe law,
youmayhaveto payall or part of the premiumfor your continuationcoverage Thelaw alsosaysthat, at the
end of the 18-, 29, or 36-month continuation coverageperiod, you must be allowed to enroll in any
individual conversionhealth plan provided under FlowingWells SchoolDistrict medical benefits plan (if
applicable) Onceyour continuationcoverageerminatesfor anyreason,it cannotbe reinstated

COBRANd FMLA

TheFamilyMedicalLeaveAct (FMLAYequiresan employerto maintaincoverageunderany“ g r bealth

p | aar danemployeeon FMLAleaveunderthe sameconditionscoveragewvould havebeenprovidedif the

employeehad continuedworking. Coverageprovided under the FMLAIis not COBRAoverage and FMLA
leaveis not a qualifyingeventunder COBRA

A COBRAjualifyingevent may occur,however,whenane mp | o gbkgationso maintainhealth benefits
under FMLAceasessuchaswhen an employeenotified the employerof hisor her intent not to return to
work. Thisis a summaryof the law andtherefore is generalin nature.

The law itself and the actual Planprovisionsmust be consultedwith regardto the applicationof these
provisionsin any particularcircumstancelf you haveany questionsabout the law, or if you havechanged
marital status,or you or your spousehavechangedaddressespleasenotify the PayrollOffice at extension
8819.

Leaves and Absences

SickLeave
Policy GCCA

Sickleavefor Districtpersonnelis a designatedamountof compensatedeavethat isto be grantedto a staff
member who, through personalor family illness,injury, or quarantine,is unableto perform the duties
assigned.

Each support staff membeshall be credited with a sick leave allowance at the ratewé (1)day per
month up to ten (10) or twelve (12) days, determined by the number of months employed:

Twelve (12) month employment twelve (12) days
Ten (10) month employment ten (10) days

The equivalent of four (4days may be used for personal leave.
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For the purposes of thispolicydaay i s defined as an empl oyee’ s

When a staff member exhaustsall daysof accumulatedsick leave,an unpaid leave of absencemust be
requested pursuantto Districtpolicy.

Sickleaveof any staff memberwho doesnot servea full schoolyearshallbe prorated at the rate of one (1)
dayper month.

If anemployeedoesnot wishto return to her dutiesfollowingchildbirth, anextendedleaveof absencemust
be requested,consistentwith existingDistrictpolicy.

Uponrequest,the staff membershallinform the Superintendenof the following:
1 Purposefor whichsickleaveis beingtaken.
1 Expecteddate of return from sickleave.
1 Wherethe staff membermaybe contactedduringthe leave.

Use of Earned Paid Sick Time

Earnedpaid sicktime shallbe providedto anemployeeby anemployerfor:

1 Anemployee'anentalor physicalllness,injury or healthcondition;an employee'sneedfor medical
diagnosiscare,or treatment of amentalor physicalillness,injury or healthcondition;anemployee's
needfor preventivemedicalcare;

1 Careof afamilymemberwith a mentalor physicalliness,injury or healthcondition;careof afamily
memberwho needsmedicaldiagnosiscare,or treatment of a mental or physicaliliness,injury or
health condition; careof afamily memberwho needspreventivemedicalcare;

1 Reasonselatedto childcare,domesticviolence sexualiolence abuseor stalking,andlegalservices
asdescribedn A.R.S23-373.

Earnedpaidsicktime shallbe provideduponthe requestof anemployee.Suchrequestmaybe madeorally,
in writing, by electronicmeansor by any other meansacceptableto the employer. When possible,the
requestshallincludethe expectedduration of the absence.

Whenthe useof earnedpaidsicktime isforeseeablethe employeeshallmakea goodfaith effort to provide
notice of the needfor suchtime to the employerin advanceof the useof the earnedpaidsicktime andshall
make a reasonableeffort to schedulethe use of earnedpaid sicktime in a mannerthat doesnot unduly
disruptthe operationsof the employer.

Anemployerthat requiresnotice of the needto useearnedpaidsicktime wherethe needis not foreseeable
shallprovideawritten policythat containsproceduredor the employeeto providenotice. Anemployerthat

hasnot providedto the employeea copyof its written policyfor providingsuchnotice shallnot denyearned
paidsicktime to the employeebasedon non-compliancewith sucha policy.

An employer may not require, as a condition of an employee'staking earned paid sick time, that the
employeesearchfor or find a replacementworker to coverthe hoursduringwhich the employeeis using
earnedpaidsicktime.

Earnedpaid sicktime may be usedin the smallerof hourly incrementsor the smallestincrementthat the
employer'spayrollsystemusesto accountfor absence®r useof other time.

Forearnedpaid sicktime of three (3) or more consecutivewvork days,an employermayrequire reasonable
documentationthat the earnedpaid sicktime hasbeenusedfor a purposecoveredby the reasons listed
above.Documentationsignedby a heath careprofessionaindicatingthat earnedpaid sicktime isnecessary
shallbe consideredeasonabledocumentationfor purposesof this section.

FWUSD Support Employee Handbook
2019-2020 19| Page

regu



Asdefinedin statute (A.R.S23-371), “familyme mb eneahs:

1 Regardlessf age,abiological,adoptedor foster child, stepchildor legalward, a child of a domestic
partner, a child to whom the employeestandsin loco parentis or an individual to whom the
employeestoodin locoparentiswhenthe individualwasa minor;

1 Abiologicalfoster,stepparentor adoptiveparentor legalguardianof anemployeeor anemployee's
spouseor domesticpartneror apersonwho stoodin locoparentiswhenthe employeeor employee's
spouseor domesticpartnerwasa minor child;

1 Apersonto whomthe employeeislegallymarriedunderthe lawsof anystate,or adomesticpartner
of anemployeeasregisteredunderthe lawsof any state or political subdivision;

1 Agrandparentgrandchildor sibling(whetherof abiological foster, adoptiveor steprelationship)of
the employeeor the employee'sspouseor domesticpartner; or

1 Anyother individualrelated by blood or affinity whosecloseassociationwith the employeeis the
equivalentof afamily relationship.

Notice:

A. Employersshall give employees written notice of the following at the commencementof
employmentor by Julyl, 2017,whicheveris later: employeesare entitled to earnedpaid sicktime
andthe amountof earnedpaid sicktime, the terms of its useguaranteedn statute, that retaliation
againstemployeesvho requestor use earnedpaid sicktime is prohibited, that eachemployeehas
the right to file a complaintif earnedpaidsicktime asrequiredby statute is deniedby the employer
or the employeeis subjectedto retaliation for requestingor taking earnedpaid sicktime, andthe
contactinformationfor the commissiorwhere questionsaboutrightsandresponsibilitiesundercan
be answered.

B. The required notice required shall be in English,Spanish,and any languagethat is deemed
appropriateby the IndustrialCommissiorof Arizona.

C. Theamountof earnedpaidsicktime availableto the employee the amountof earnedpaidsicktime
taken by the employeeto date in the year and the amount of pay the employeehasreceivedas
earnedpaidsicktime shallbe recordedin, or on anattachmentto, the employee'segularpaycheck.

D. The Industrial Commissionof Arizonashall create and make availableto employers,in English,
Spanishand anylanguagedeemedappropriateby the commissionmodel noticesthat containthe
information for employersusein complyingwith the statute.

E. Employewiolationof the noticerequirementsshallbe subjectto acivilpenaltyasprescribedn A.R.S.
23-364.

Accrual:

A. Employeeof an employerwith fifteen (15) or more employeesshallaccruea minimum of one (1)
hour of earnedpaidsicktime for everythirty (30)hoursworked,but employeesshallnot be entitled
to accrueor usemore than forty (40) hoursof earnedpaid sicktime per year,unlessthe employer
selectsa higherlimit.

B. Employeesf an employerwith fewer than fifteen (15) employeesshallaccruea minimum of one
hour of earnedpaidsicktime for everythirty (30)hoursworked,but employeesshallnot be entitled
to accrueor use more than twenty-four (24) hours of earned paid sicktime per year, unlessthe
employerselectsa higherlimit.

C. Earnedpaidsicktime shallbeginto accrueat the commencementf employmentor on Julyl,2017,
whicheveris later. Anemployermay provide all earnedpaid sicktime that an employeeis expected
to accruein ayearat the beginningof the year.
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. An employee may use earned paid sick time as it is accrued, except that an employer may require an
employee hired after July 1, 2017, to waintil the ninetieth calendar day after commencing
employment before using accrued earned paid sick time, unless otherwise permitted by the
employer.

Employees who are exempt from overtime requirements under the Fair Labor Standards Act of 1938
(29 UnitedStates Code section 213(A)(1)) will be assumed to work forty (40) hours in each work week
for purposes of earned paid sick time accrual unless their normal work week is less than forty (40)
hours, in which case earned paid sick time accrues based upondhatl work week.

Earned paid sick time shall be carried over to the following year, subject to the limitations on usage
indicated above for employees of employers with fifteen (15) or more employees and employees of
employers with fewer than fifteen ()5employees. Alternatively, in lieu of carryover of unused
earned paid sick time from one (1) year to the next, an employer may pay an employee for unused
earned paid sick time at the end of a year and provide the employee with an amount of earned paid
sik time that meets or exceeds the requirements in statute that is available for the employee's
immediate use at the beginning of the subsequent year.

. If an employee is transferred, but remains employed by the same employer, the employee is entitled
to allearned paid sick time accrued and is entitled to use all earned paid sick time as provided in this
section.

. When there is a separation from employment and the employee is rehired within nine (9) months of
separation by the same employer, previously acdraarned paid time that had not been used shall

be reinstated. Further, the employee shall be entitled to use accrued earned paid sick time and
accrue additional earned paid sick time at thecacanmencement of employment.

When a different employer succegdr takes the place of an existing employer, all employees of the
original employer who remain employed by the successor employer are entitled to all earned paid
sick time they accrued when employed by the original employer, and are entitled to use gaided
sick time previously accrued.

At its discretion, an employer may loan earned paid sick time to an employee in advance of accrual
by such employee.

Anyemployerwith apaidleavepolicy,suchasa paidtime off policy,who makesavailableanamountof paid
leavesufficientto meetthe accruakequirementsof this sectionthat maybe usedfor the samepurposesand
under the sameconditionsas earnedpaid sicktime under this article is not requiredto provide additional
paidsicktime.

Nothingin statute shallbe construedasrequiringfinancialor other reimbursementto an employeefrom an
employeruponthe employee'stermination, resignation,retirement or other separationfrom employment
for accruedearnedpaidsicktime that hasnot beenused.

Retaliation Prohibited

It shallbe unlawfulfor an employeror any other personto interfere with, restrain,or denythe exerciseof,
or the attempt to exerciseanyright protectedin statute.

Anemployershallnot engagen retaliationor discriminateagainstanemployeeor former employeebecause
the personhasexercisedprotectedrights. Suchrightsincludebut are not limited to the right to requestor

useearnedpaidsicktime pursuantto the statute;the right to file a complaintwith the commissioror courts
or inform any personabout any employer'sallegedviolation; the right to participate in an investigation,
hearingor proceedingor cooperatewith or assistthe commissionin its investigationsof allegedviolations
andthe right to inform any personof hisor her potential rights.

It shallbe unlawful for an employer'sabsencecontrol policy to count earned paid sicktime taken as an
absencdahat mayleadto or resultin discipline dischargedemotion,suspensiongr anyother adverseaction.
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Protectionsof this sectionshallapplyto any personwho mistakenlybut in goodfaith allegesviolationsof
this policybasedon the supportingstatutes.

Personal/Emergency/Religioulseave
Policy GDCB

Four(4) daysof discretionarypersonalleavewill be grantedto all support staffemployeesForthe purposes
of this policy,a day is defined as the number of hours in a normal work déesepersonalleavedaysmay
not be accumulatedbeyonda currentcontractyear,andif used,will be deductedfrom sickleave.

One(1) additionalday for a total of five (5) daysof discretionarypersonalleavewill be grantedto all full-
time employeesvho havecompletedten (10)or more yearsof servicewith the District. Thesedaysmaynot
be accumulatedbeyonda current contractyear,andif used,will be deductedfrom accruedsickleave.For
full-time employeesvho havecompletedfifteen (15)or more yearsof servicewith the District, the first day
of discretionarypersonalleaveusedwill not be deductedfrom sickleave.

A reasonfor the personalleaveneednot be stated. However,a requestmust be submitted electronically
through Districtsoftwareand approvalgrantedby the schoolprincipalor director at leastthree (3) working
daysprior to the date of personalleave.Iln emergencysituations,the District may waivethe three (3) day
requirement.TheDistrictreserveghe right to requestthe reasonfor the absence.

Personaleavemay be grantedfor up to five percent(5%)of the employeesat eachsite on the day before
or after aregularlyscheduledholidayor recess.

Personaleavewill not normally be grantedduring the first or last week of school.TheDistrict recognizes
that some flexibility in the policy is required to accommodatethose unique, rare, or unforeseen
circumstancesvhere the needfor leaveis undisputedand compelling.In thesecircumstancesa reasonfor
the absenceamustbe given.

Additional personal leave may be available under special circumstances,by authorization of the
Superintendent.

Employeesbsentdueto the observationof specialreligiousholidays,mayreceiveone (1) of the following
accommodationso be determinedin the discretionof the District:(a) personaleaveasauthorizedby policy;
(b)workinganequalamountof compensatiortime; or (¢)authorizingthe dailysubstituterate to be deducted
from the contractedsalary.

Anadditionaldayof personalleaveis availablefor areligiousholidayuponthe employee'srequest.
Unusedpersonalleavewill accrueaspersonalilinessleave.

Bereavement_eave
PolicyGDCH

With the approvalof his/her supervisoran employeemay be absentfor a period of up to five (5) dayswith
full pay (on eachoccasion)n the caseof a death of arelative or family member.Forpurposesof this policy,
relative or family memberincludesspouse,child, mother, father, brother, sister, sisterin-law, brother-in-
law,grandparentss p o ugamdparentsgrandchilds p o ugamdclsld stepmother,stepfather,mother-
in-law, father-in-law, daughterin-law, sorrin-law, and stepchild.

Thesedaysare not deductedfrom accumulatedsick leave.Up to an additional five (5) days, which are
deductedfrom accumulatedsickleave,may,in the discretionof the Superintendenbf GoverningBoard,be
grantedfor extendedtravel.

With the approvalof the supervisoran employeemaybe absentup to three (3) daysin caseof the death of
anaunt, uncle,niece,nephew,or cousin.Thesedaysare deductedfrom accumulatedsickleave.
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Military/Legal Leave
Policy GDCD

TheBoardrecognizeghe fact that its employeeshave citizenshipresponsibilitiesand, in order to makeit
possiblefor saidemployeedo carryout their responsibilitiego the city, county, state, or nation, the Board
will grantleaves,n additionto jury duty, whenanemployeeis calledto attend field training servicedor the
Military Reservenr NationalGuardandwhen an employeeis a victim of a juvenileor adult crime exercising
arightto be presentat a proceedingasdefinedin statute.

When an employeereceivesnotice that requiresleave as delineatedabove, it is the responsibilityof the
employeeto notify the Superintendenor principal.

Jury Duty

It isrecognizeddy the Boardthat no employeeis exemptfrom jury duty andthat leavesof absencedor such
duty mustbe granted.

1 Onlythe regularsalarymaybe receivedby anemployeeon jury duty.

1 ltisthe responsibilityof the employeeto reimbursethe Districtfor jury duty paywhensuchpayment
ismadedirectlyto the employee Failureto reimbursethe Districtat the completionof the jury duty
servicewill resultin a full deductionequalto the numberof contractdaysmissed.

1 Anemployeeexcusedrom jury duty after beingsummonedshallreport for regularduty assoonas
possible Failureto report for duty will resultin a deductionequalto that portion of a contractday
missedA.R.S521-236).

Victim Leave

Statute providesthat an employerwho hasfifty (50) or more employeesshallpermit an employeeleaveif
the employeeis the victim of juvenileor adult crime andis exercisinga right to be presentat a proceeding
asdefinedin A.R.S8-4200r 13-4439 Compensatiomaybe providedif the employeehasavailablevacation
or to the extentother leavemaybe availableby policy.

1 Anemployee'saccruedvacation,personal,sickor other applicableleaveshallbe usedto the extent
availableby policy.

9 If paidleaveis unavailable the employeemust requestan unpaidleaveof absencen accordwith
policy.
1 Beforeanemployeemayleaveworkfor this purpose the employeeshallprovidethe employerwith

a copyof the form providedby law enforcementandif applicablea copyof the informationthe law
enforcementagencyprovidesthe employeepursuantto either A.R.S8-3860r 13-4405

1 Leavefor this purposemay be limited if the leave createsan undue hardshipto the employer's
business.

Military Leave

Anemployeewhoisamemberof the Military Reserveor NationalGuardshallbe entitled to leaveof absence
without lossof pay,time, or efficiencyratingwhenengagedn field training[A.R.S26-168 and 38-610.

1 An employeewho is a member of the uniformed servicemay use any vacation leave or other
accumulatedpaidtime off duringtheir service or maytake unpaidleaveof absence.

1 TheDistrictmustreemployuniformedservicemembersasdefinedin 38U.S.C4303,returningfrom
aperiodof service if the servicemember:

0 Wasemployedby the District.
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0 Gavethe District notice that he or she was leavingthe job for servicein the uniformed
servicesunlessgivingnotice wasprecludedby military necessityor otherwiseimpossibleor
unreasonable.

0 Hasacumulativeperiodof servicein the uniformedserviceqot exceedindive (5) years.
0 Wasnot releasedrom serviceunderdishonorableor other punitive conditions.

0 Hasreported backto the Districtin a timely manneror hassubmitted a timely application
for reemployment in accordance with the Uniformed Services Employment and
ReemploymenRightsAct.

Absence without Leave
Policy GDC

Anemployeeshallbe deemed”absentwithout | e a wherabsentfrom work becauseof:

1 Areasonthat conformsto a policy currently in effect but the maximumdaysprovidedfor in that
policywill be exceededpr

1 Areasonthat doesnot conformto anypolicycurrentlyin effect; or
9 Failureto report to work without prior notificationto the Superintendent.
In no caseshallan employeebe compensatedor time lostdue to beingabsentwithout leave.

Theprincipalor other supervisormust approvethe requestin writing for suchan absenceat leastone (1)
dayprior to the intendedabsence.

Anemployeewho is absentfrom work without prior approvalis subjectto disciplinaryaction,asisonewho
was unableto obtain prior approvaldue to unusualcircumstancesnd suchapprovalis denied upon the
employee'seturn.

Medical LeaveAssistancé’rogram
Policy GDCG

Employees who have depleted their accrued sick and vacation leave as a result of serious illness or injury,
either personally or in the immediate family, may request access to the Medical Leave Assistanca Progra
by submitting a letter to Human Resources, asking to receive donations of sick leave from other employees
so they may receive income during the period of serious illness or injury.

Each fiscal year (July=LJune 30), the donor employee may donate a mmaxn of five days sick leave if
he/she has (30) or more days of accumulated leave, a maximum of four days if he/she has (25) days, a
maximum of two days if he/she has (20) days, and may donate his/her maximum for no more than (3) years.

All donated days ar prorated according to the FTE status of the donating employee. All donated leave
becomes the property of the receiving employee until the end of the fiscal year in which the leave is
requested, at which time it w udd bkick lrave. Alluhused leave valld f r
not be returned or reimbursed to the donor employee.

Days of leave, not the actual wage of the donor employee, will be donated. Donations will not be allowed to

be made to the empl oyee’ s yeeshakbe eligiblefor the |dedical ieave r .
Assistance Program after he/she qualifies for loeign disability coverage. For the purpose of this policy,

i mmedi ate family is defined as the employee’' s sp
spouse.

Information regarding employees who transfer accrued sick leave days in response to a Medical Leave
Assistance Program Request will remain confidential and will not be revealed to the recipient.
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Familyand MedicalLeaveAct (FMLAY GeneralProvisions
Policy GDCC

The District shallfully complywith the Familyand Medical LeaveAct and all interim and final regulations
interpreting the FMLAissuedby the U.S.Departmentof Labor.Accordinglyall portions of this policy that

pertainto the FMLAshallbe interpreted in a mannerconsistentwith the FMLAandits regulations.Subject
to the conditionssetforth herein,anyeligibleemployeeof the Districtmaytake up to twelve (12) weeksof

leave (FMLAleave)measuredbackwardfor eachemployeefrom the first time suchemployeeusesleave
under FMLAwithout pay,for anyone (1) or more of the followingreasons:

1 Becausef the birth of a child of the employeeandin orderto carefor suchchild.
1 Becausefthe placementof a childwith the employeefor adoptionor foster care.

1 Inorderto carefor the spouseor a son,daughter,or parent of the employee,if suchpersonhasa
serioushealth condition.

1 Becausef aserioushealth conditionthat makesthe employeeunableto perform the functionsof
the positionof suchemployee.

1 Becausef any qualifyingexigency(asthe Secretaryshall,by regulation,determine)arisingout of
the factthat the spouse pr ason,daughter,or parentof the employeeis on activeduty (or hasbeen
notified of animpendingcallor orderto activeduty) in the ArmedForcesn supportof acontingency
operation.

Aneligibleemployeeis onewho hasbeenemployedby the Districtat leasttwelve (12) monthsandwho has
completedat leastone thousandtwo hundredfifty (1,250)hoursof serviceimmediatelyprior to the time
the FMLAleaveisto commence.

Serioushealth conditionmeansan iliness, injury, impairment, or physicalcondition that involvesinpatient
care in a hospital, hospice, or residential medical facility, or outpatient care with continuing medical
treatmentby alicensedphysician Anyemployeewho hasbeenemployedby the Districtat leasttwelve (12)
monthsandwho hascompletedat leastonethousandiwo hundredfifty (1,250)hoursof servicemmediately
prior to the time the leaveisto commenceshallbe eligiblefor FMLAleave.

Speciatonditionsapplicableto FMLAEntitlementto leavefor the birth of achildor the placementof a child
for adoptionor foster careendsat the expirationof a twelve (12)ymonth period, beginningon the date of
the event. Aneligibleemployeewho isthe spouse son,daughter,parent,or next of kin of a coveredservice
membershallbe entitled to atotal of twenty-six(26)workweeksof leaveduringa twelve (12)month period
to carefor the servicemember. The leave describedto care for a coveredservicemember shallonly be
availableduringone (1) singletwelve (12)ymonth period.

A husbandand wife workingfor the Districtmay be limited to atotal of twelve (12) weeks of leaveduring
eachapplicabletwelve (12ymonth period for leavefor the birth of a child or the placementof a child for
adoptionor foster careandto carefor anemployee'sparentwith a serioushealth condition. Theaggregate
number of workweeksof leaveto which both the husbandand wife maybe entitled under coveredservice
memberfamily leavecombinedwith leaveasdescribedn the previoussentenceshallbe limited to twenty-
six(26)workweeksduringone (1) singletwelve (12)ymonth period.

TheDistrictshallnot require an employeeto substituteaccruedsickleavefor FMLAleaveusedby reasonof
a birth, adoption, or foster placement.An employeeshallsubstituteaccruedvacationor personalleavefor
FMLAleaveusedby reasonof abirth, adoption,or foster placementto the extentavailableby policy,unless
otherwise agreedto by the District. In any other circumstance,an employee'saccruedsick, vacation,
personal,or other applicableleave shallbe substitutedfor FMLAleave,to the extent availableby policy,
unlessotherwiseagreedto by the District.

Notice.An employeemust provide at leastthirty (30) daysnotice before the FMLAleaveis to beginif the
needfor the leaveisforeseeablébasedon anexpectedbirth, placementfor adoption,or fostercare,planned
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medicaltreatment for aserioushealthcondition,or military serviceleaveof the employeeor familymember.
If thirty (30)daysnoticeis not practicable notice mustbe givenassoonaspracticable Thenotice shallbein
the form of arequestfor leaveof absenceasspecifiedin this policy. TheDistrictmaydenyFMLAeaveto any
eligibleemployeeuntil suchtime asthe employeehasprovidedthe requirednotice.

Certification.All FMLAleave shall be supportedby medicalcertificate provided by the employee'shealth
providerin the form of the exhibitaccompanyinghis policy.In anyinstancewherethe FMLAleavemustbe
precededby thirty (30) days notice, the medical certificate should accompanythe request for leave of
absenceln anyother instance the medicalcertificate shouldbe providedwithin fifteen (15) daysafter the
FMLAleavecommences.

Certificationof activemilitary duty or callto activeduty in supportof a contingencyoperationfor purposeof
receivingfamily leaveshallbe requiredunderthe sameconditionsas FMLAcertificationfor leaveindicated
above.

Theemployeemay be requested(at the District'sexpense)o providerecertificationof medicalconditions
in supportof leaveif the Districtfeelsthat the circumstancesowarrantandnotice is given.Recertification
shallnot be requiredfor intervalsshorterthanthirty (30)days.

Whenevera medical certification or recertification is required of an employee, notice describingsuch
requirementand providingthe form of suchcertification shallbe providedto the employee.An employee
shallnot be denied FMLAleaveor other rights under the FMLAunlessa notice required by FMLAIn such
situationhasfirst beenprovidedto the employee.

In the caseof continuation,recurrence,or onset of a serioushealth conditionto the employee,covered
family of the employee(includinga servicememberbeingcaredfor by an employee)and the employeeis
unableto return to work, certificationissuedby the healthcareproviderof the entity with the serioushealth
conditionshallbe requiredto supportthe inability of the employeeto return to work.

Intermittent or reducedtime (IRT)leave.FMLAleave may be taken intermittently or on a reducedleave
scheduleunderthe following circumstances:

1 If medicallynecessanyto care for a family member or for the employee'sown serious health
condition;or

1 becauseof anyqualifyingexigencythe spouse or a son,daughter,or parent, of the employeeis on
active duty, or notified of an impendingcall or order to active duty in support of a contingency
operation;or

9 if approvedby the District.

TheDistrictmay, for the term of the leave transferthe employeeto an alternativepositionwith equivalent
payandbenefits.

If the IRTleaveisfor aninstructionalemployegonewhoseprincipalfunctionisto instructstudentsin aclass,
smallgroup, or asindividuals),the District canrequire the employeeeither to take leavefor a period or
periods of a particular duration not greater than the duration of the plannedtreatment or to transfer
temporarily to an available alternative position with equivalent pay and benefits that provides better
accommodatiorof recurringperiodsof leave,providedthe leaveis:

1 Requestedo carefor a qualifyingfamily memberor asa result of the employee'sserioushealth
conditionpreventingjob performance;

1 Foreseeablehaseduponplannedmedicaltreatment; and
1 Formorethantwenty percent(20%)of the workingdaysin the leaveperiod.

Theemployeemay be grantedleaveunder these circumstancessubjectto reasonableefforts to schedule
treatment soasnot to undulydisruptthe educationalprogram.
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Speciaknd-of-semestercircumstancesor instructionalemployeeslndereachof the following conditions,
leavefor aninstructionalemployeemaybe requiredto continueto the end of the academicsemester:

1 Leavebeginsmorethan five (5) weeksbeforethe end of the semesterJeaveis for at leastthree (3)
weeks,andreturn to employmentwould occurduringthe lastthree (3) weeksof the semester.

1 Leaveotherthanfor the employee'sserioushealth conditionbeginswithin the lastfive (5) weeksof
the semester leaveis for greaterthan two (2) weeksduration, and return to employmentwould
occurduringthe lasttwo (2) weeksof the semester.

1 Leaveother thanfor the employee'sserioushealth conditionbeginswithin the lastthree (3) weeks
of the semesterandleaveexceeddive (5) workingdays.

Employeeotification With eachrequestfor FMLAleave,the employeeshallbe notified:
1 AboutFMLADby provisionof the FMLAfact sheet(ExhibitEE).

1 Asappropriateconcerninghe expectationspbligations andconsequencesf takingFMLAeaveper
29 C.F.R825.3010f FMLA.

ThatFMLAleavemaybe withheld until arequestednaoticeis providedor the time frameis met.

Thatif leaveis grantedto anemployeewho isunableto performthe work required,restorationmay
be denieduntil the employeehascompliedwith the requestto providemedicalcertificationof ability
to return to work.

TheDistrictwill postnoticesin conspicuouplaceson the Districtpremiseghat providea summaryof FMLA
andinformationon howto file a chargefor an FMLAviolation.

Healthcare continuation. An employeetaking FMLAleaveshallbe entitled to havethe health careplanin
which the employeeis participatingcontinue under the sameterms and conditionsapplicableto actively
workingemployeesTheDistrictshallrequirethe repaymentof anyhealthcarepremiumspaidby the District
for continuingcoverageduringthe periodof the FMLAeaveif the employeefailsto return to work after the
FMLAleaveexpiresandthe failureto returnisnot dueto circumstancedeyondthe employee'scontrol.

Positionrestoration.Uponreturn from FMLAeave ,an employeeshallbe restoredto the samepositionheld
beforethe FMLAleavecommencedr to an equivalentpositionwith equivalentpay, benefits,andworking
conditions.TheDistrict requiresan employeeto provide a medicalcertificate from a health care provider
that the employeeis able to resumework before returning from FMLAleavefor a seriouspersonalhealth
condition. TheDistrict may delaythe return of an instructional employeefrom FMLAleaveat the end of a
semester,in accordancewith Section825.6020f FMLArules. TheDistrictmay denyrestorationof position
to any key employee(i.e., one who is amongthe highestpaid ten percent[10%] of all employeesof the
District),in accordancevith Section825.218of FMLArules.

2 2 NJ Sowde@satiornsurance
Policy GBGD

All employeesshallbe coveredby workers'compensatiorinsurancefor any accidentwhile on assignment,
includinganaccidenton schoolproperty or while on official businesff schoolproperty. Anemployeemust
report any suchaccidentto the supervisor'soffice immediately,sincea report on the time of the accident,
personsinvolved,and how it happenedis required.

When a job-related injury/accident requires medical attention and absencefrom the workplace, the
following conditionsshallapply:

1 Thephysicianwill be responsiblefor reporting the circumstance®f the injury to the District, the
IndustrialCommissionandthe District'sinsurancecarrier.

FWUSD Support Employee Handbook
2019-2020 27| Page



1 Duringthe first seven(7) daysof absencedueto ajob-relatedinjury/accident,the employeewill be
placedon sickleave,providedthe employeehasaccumulatedsufficientsickleave.

9 Ifajob-relatedinjury/accidentresultsin morethan seven(7) daysabsencethe insurancecarrierwill
be responsibldor handlingthe claimfor lost pay.Duringsuchperiodthe employeemaybe directed
to:

o Endorseoverto the Districtthe paymentsreceivedfrom the insurancecarrier, continueto
receivea regular salary,and be chargedsickleave. When the amount of the insurance
paymentis determinedandreceivedby the District,the employee'ssickleaverecordwill be
adjustedfor that fraction of the time paidby the insurancecarrier(e.g. the insurancecarrier
paysone-half [1/2] of the normal salaryof the employee the sickleavewill be adjustedon
apro rata basis)or

o Drawcompensationfrom the insurancecarrier, provide the District with a record of such
payment,andreceivepaymentfor sickleavepayfor the uncompensategortion of missed
time, up to the limit of accumulatedsickleave.

1 Innoeventwill anemployeereceivea combinedsalaryandworker'scompensatiorin excesof the
employee'segularsalary.

1 Anemployeewho hasusedall accumulatedsickleavewill be removedfrom the payroll and will
receiveonly suchamountsasare paid by the District'sinsurancecarrier.

FlowingWells SchoolDistrict encouragesemployeesto mention any ideas, concerns,or suggestiongor
improved safety to your Supervisoror Superintendent.Violating safety rules, causing hazardousor
dangeroussituations,failingto report, or remedyunsafesituationsmaybe leadto disciplinaryaction,up to
andincludingtermination of employment.

Unemploymentinsurance

TheDistrictpaysthe entire amountof unemploymentinsurance Thesefundsare usedto compensatehose
who are ableandavailablefor work but who becomeor remainunemployedthrough no fault of their own.
Unemploymeninsuranceis alegalrequirementandlaw prescribeghe benefits.

ArizonaState RetirementSystem(ASRS)

Employeesvorkingtwenty (20)or more hoursper weekare requiredby ArizonaStateLawto participatein
the StateRetirementPlan.Eachemployeereceivesa yearlystatementfrom ASRSummarizinghe amount
of his/her contributionsandthe interestearned.

If an employeeterminatesemployment,he/she may chooseto do any of the following with his/her ASRS
account:

1 Leavethe moneyon depositwith the ASRSuntil retirement age is reached.His/her money will
continueto accrueinterestaslongasit stayson deposit.

1 Rolloverhis/her ASR3undsto anotherqualifiedaccount.
1 Withdraw his/lher ASR%unds.

Pleasenote that memberswho chooseto withdraw their fundsforfeit all rightsto future benefits,including
Long Term Disabilityand group health coverage.Additionally, withdrawals may be subjectto state and
federaltaxes,aswell asearlywithdrawal penalties. TheASRStronglyrecommendghat membersconsulta
tax advisorbefore closingtheir ASR&ccount.

WWW.azasrs.gov
4400EBroadwayBlvd, Suite200Tucson AZ85711
(520)239-3100
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Communications

Throughoutthe schoolyear,the District producesnewsletters,brochures,fliers, calendarspewsreleases,
videosandother materialsaswell asmaintainsandupdatesthe Districtwebsite Facebook page, and mobile
application Thesecommunicationplatforms offer students, parents,employees,and the community key
informationpertainingto schoolactivities,achievementsandDistrictinitiatives.

Complaints and Grievances

Policy GBK

EffectivecommunicatiorbetweenDistrictemployeesthe administrativestaff, andthe Boardis essentiafor

properoperationof the schoolsTheGoverningBoard therefore,authorizesghe Superintendento establish
a grievanceprocedurefor employeesasthe prescribedmeansof resolvinggrievancesat the earliestdate

andthe lowestpossibleadministrativelevel.

Suchprocedureshallprovidefor Boardreviewof anygrievancehat cannotbe resolvedat the administrative
level.In suchinstancesthe affectedindividualmayrequestthat the GoverningBoardreviewthe situation.
Suchrequestshallbe in writing and shallcontainthe basisfor the appeal,includingthe act or actsout of
which the grievancearose,identification of the Boardpoliciesand/or administrativeregulationsinvolved,
andthe remedysought.Within five (5) workingdaysfollowing notification of the Superintendent'slecision,
any written requestfor appeal shallbe submittedto the Superintendentor transmittal to the Board.The
GoverningBoard,at atime of its choosingshallreviewthe grievanceandissuearesponsewithin fifteen (15)
workingdaysfollowing suchreview.

Thedecisionof the GoverningBoardisfinal.

Employee Conduct and Welfare

EmployeeEthics
Policy GBEA

All employeesof the District are expectedto maintain high standardsin their schoolrelationships.These
standardsmust be idealisticand at the sametime practical,so that they canapply reasonablyto all staff
members.Theemployeesacknowledgehat the schoolsbelongto the publicthey servefor the purposeof
providing educationalopportunitiesto all. However,every employeeassumegesponsibilityfor providing
leadershipin the schooland community. Thisresponsibilityrequiresthe employeeto maintainstandardsof
exemplaryconduct.It must be recognizedhat the employee'sactionswill be viewedand appraisedoy the
community,associatesandstudents.Totheseends,the Boardadoptsthe followingstatementsof standards.

Theschoolemployee:
1 Makesthe well-beingof studentsthe fundamentalvalueof all decisionmakingandactions.

1 Maintains just, courteous,and proper relationshipswith students, parents, staff members,and
others.

1 Strivesfor the maintenanceof efficiencyand knowledgeof developmentsn the employee'dield of
work

Fulfillsjob responsibilitiesvith honestyandintegrity.

Directsany criticism of other staff membersor of any department of the schoolsystemtoward
improvingthe District. Suchconstructivecriticismis to be madedirectlyto the schooladministrator
who hasthe responsibilityfor improvingthe situation.
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Supportsthe principleof due processand protectsthe civilandhumanrightsof all individuals.

Obeyslocal, state, and national laws and does not knowinglyjoin or support organizationsthat
advocate directly or indirectly,the overthrow of the government.

Implementsthe GoverningBoard'spoliciesand administrativerulesandregulations.

Refrainsfrom usingschoolcontactsand privilegesto promote partisanpolitics, sectarianreligious
views,or selfishpropagandaof anykind.

1 Pursuesappropriatemeasureso correctany laws, policies,or regulationsthat are not consistent
with soundeducationalgoals.

9 Avoids using position for personal gain through political, social, religious, economic, or other
influence.

1 Maintainsthe standardsand seeksto improvethe effectivenessf the professionthroughresearch
and continuingprofessionablevelopment.

9 Stresseshe properuseandprotectionof all schoolproperties,equipment,and materials.
1 Honorsall contractsuntil fulfillment or release.

Inthe performanceof duties,employeesshallkeepin confidencesuchinformationasthey maysecureunless
disclosureservesDistrictpurposesor isrequiredby law.

Staff Conduct
Policy GBEB

Allemployeeof the Districtare expectedto conductthemselvesn a mannerconsistentwith effectiveand
orderly educationandto protect students and District property. No employeeshall, by action or inaction,
interfere with or disruptany Districtactivity or encourageanysuchdisruption.No employee other than one
who hasobtainedauthorizationfrom the appropriateschooladministrator,shallcarryor possess weapon
on schoolgrounds.All employeesshallat all times attempt to maintainorder, abide by the policies,rules,
andregulationsof the District,and carryout all applicableordersissuedby the Superintendent.

Potentialconsequence® employeesof the Districtwho violatetheserulesmayinclude,but are not limited
to:

Removafrom schoolgrounds.

Both civil and criminal sanctions which may include, but are not limited to, criminal proceedings
underTitle 13, Chapter29, ArizonaRevisedStatutes.

Warning.
Reprimand.
Suspension.

Dismissal.

=A =4 =4 =4 =

Havingconsiderationgivento any suchviolationsin the determinationof or establishmentof any
payor salaryin later contractsor employment,if any.

Staff membersare to report any suspectedcrime againsta personor property that is a seriousoffense,
involvesa deadlyweaponor dangerousnstrumentor that could poseathreat of death or seriousinjury to
employees, students or others on school property. All such reports shall be communicatedto the
Superintendentvho shallbe responsiblefor reportingto locallaw enforcement.

A personwho is employedby the SchooDistrictor is an applicantfor employmentwith the SchooDistrict,
who is arrestedfor or chargedwith any non-appealableoffenselisted in section41-1758.03 subsectionB
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andwho doesnot immediatelyreport the arrestor chargeto the person'ssupervisoror potential employer
is guilty of unprofessionatonductand the personshallbe immediatelydismissedrom employmentwith
the SchoolDistrict or immediatelyexcludedfrom potential employmentwith the SchoolDistrict. A person
dismissedrom employmentfor failureto report beingarrestedfor or chargedwith anon-appealableoffense
hasno right to appealunderthe provisionsof A.R.S15-539, subsectionG.Priorto anactionto terminate for
failureto report, anemployeewill be giventhe opportunity to provideawritten explanationof circumstances
or eventswhichthey believemitigate the failure to report.

Any administrator,teacher,or other schoolemployeeentrustedwith the careand supervisionof a minor
may usereasonableand appropriatephysicafforce uponthe minor to the extentreasonablynecessarnand
appropriateto maintainorder. Similarphysicalforce will be appropriatein selfdefense,in the defenseof
other studentsand schoolpersonnel,and to prevent or terminate the commissionof theft or criminal
damageto the property of the Districtor the property of persondawfully on the premisesof the District.

Thethreat or useof physicalforce is not justified asa responseto verbalprovocationalone,nor whenthe
degreeof physicalforce usedis disproportionateto the circumstance®r exceedgshat necessaryo avoid
injury to oneselfor to othersor to preserveproperty at risk.

Harassment
Policy ACA

Allindividualsassociatedvith this District,including,but not necessarilyimited to, the GoverningBoard the
administration,the staff, and students,are expectedto conductthemselvesat all timessoasto providean
atmospherefree from sexualharassment.

Sexualharassmentincludesunwelcomesexualadvancesyequestsfor sexualfavors, and other verbal or
physicalconductof a sexualnature when madeby a memberof the schoolstaff to a studentor to another
staff member,or whenmadeby a studentto anotherstudentwhere:

1 Submissioto suchconductiseither explicitlyor implicitly madeaterm or conditionof anindividual's
employmentor education;or

1 Submissiono or rejectionof suchconductis usedasa basisfor employmentor educationdecisions
affectingsuchindividual;or

9 Suchconducthasthe purposeor effect of substantiallyinterfering with an individual'seducational
or work performance,or creatingan intimidating, hostile, or offensiveemploymentor education
environment.

Sexuaharassmenmayinclude,but is not limited to:

9 Suggestiveor obsceneletters, notes, invitations, derogatory comments, slurs, jokes, epithets,
assaulttouching,impedingor blockingmovement,leering,gesturespr displayof sexuallysuggestive
objects,pictures,or cartoons.

1 Continuingto expresssexualinterest after being informed that the interest is unwelcome.
(Reciprocahttraction betweenpeersis not consideredsexuaharassment.)

1 Implying or withholding support for an appointment, promotion, or change of assignment;
suggestinghat a poor performancereport will be prepared;suggestinghat probationwill befailed,;
implying or actually withholding grades earned or deserved;or suggestingthat a scholarship
recommendatioror collegeapplicationwill be denied.

1 Coercivesexual behavior used to control, influence, or affect the career, salary, and/or work
environmentof anotheremployee;or engagingn coercivesexualbehaviorto control, influence,or
affectthe educationalopportunities,grades and/or learningenvironmentof a student.
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9 Offeringor grantingfavorsor educationalor employmentbenefits,suchasgradesor promotions,
favorable performance evaluations, favorable assignments, favorable duties or shifts,
recommendationsteclassificationset cetera,in exchangdor sexuaffavors.

Anyonewho issubjectto sexuaharassmentpr who knowsof the occurrenceof suchconduct,shouldinform
the complianceofficer, asprovidedin ACAR.

A substantiatedchargeagainsta staff memberin the District shallsubjectsuchstaff memberto disciplinary
action.

Asubstantiatedchargeagainsta studentin the Districtshallsubjectthat studentto disciplinaryaction,which
mayincludesuspensioror expulsion.

All mattersinvolvingsexuaharassmentomplaintswill remainconfidentialto the extent possible.
Mandatory Reporting
A.R.S. 813620

Thepurposeof this ArizonaStatelaw isto ensurethe safetyof children.

Penaltiedor failingto report:
1 Classfelonyto failto report” r e p o o f & b WvlEchad'sexoffenses.
1 Misdemeanotto fail to report physicainjury, child abuse,and neglect.
Under what circumstances must a report be made?

Any district employeewho reasonablybelievesthat a minor has been the victim of physicalinjury, child
abuse,abuse neglect,or areportable offenseshallimmediatelyreport to law enforcementor Department
of ChildSafety(DCS).

9 Physicalinjury—occurring other than by an accidentand includesskin bruising, pressuresores,
bleeding, failure to thrive, malnutrition, dehydration, burns, fracture of an bone, subdural
hematoma,soft tissueswelling,or injury to anyinternal organ.

1 Studentto student intentional injuries—do not report bruises,cuts or scrapesunlesssevere;do
report brokenbonesor injuriesrequiringstitches;do report a bully who continuallycausesnjuries

1 Childabuse—causinga child to suffer physicalinjury or havingthe care or custodyof a child and
permittingthe childto be placedin a situationwherethe childisat substantiariskof beingphysically
injured.

1 Emotionalabuse—only requiredto report seriousemotionaldamagethat hasbeendiagnosedoy a
medicaldoctor or psychologist.

1 Neglect—the inability or unwillingnes=f a parent, guardianor custodianof a child to providethat
child with supervisionfood, clothing,shelter,or medicalcareif there is substantialrisk of harmto
thec h i hedlthos welfare.

1 Reportableoffenses—ingeneral,” r e p o o f & b Inekretcuchingof the vagina,penis,anus,
or femalebreast.

0 Touchingcanbe overclothing.

0 Touchingcanbe minor-to-minor, minor-to-adult or adult-to-minor.

0 Thetouchinginvolvespenetration,fondling,touching,oral contact.
9 Otherreportableoffensesinclude:

o Indecentexposure
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0 Sexualndecency

0 Sexuakxploitationof children

o0 Furnishincharmfulitemsto minors
o Childprostitution.

0 Incest

What can you ask the child?

A schoolemployeecanonly askfour questions:

T

1
T
1

Whathappened?
Whodid it?
Wherewere youwhenit happened?

Whendid this happen?

Donot interviewthe child! Donot havea mentalhealthpractitionertry to determineif the reportiscredible.
Whatdoesd NB | & & B If ;éadé

Thisis averylow standard.If there are anyfactsfrom whichone couldreasonablyconcludethat a child has
beenthe victim of one of the offensesthe personhasa duty to report.

1
T

)l
)l
)l
)l

T

Youdo NOTneedvisualevidence.

It isNOTyour job to determineto determinethe truth or accuracyof the information.
Reasonabl®elief maycomefrom observationsthe student,or athird party report.
DoNOTinitiate aninvestigation.

DoNOTecallthe childin for aninterview.

DoNOTspeakwith the allegedabuser.

DoNOTcontactthe parents—refer allinquiriesto law enforcementor DCS.

What is the time frame for making the report?

T

)l
T
il
il
T

Theverbalreport to law enforcementor DCShouldbe madeimmediately—within 15 minutes.
Callthe front office and discreetlyarrangefor classcoverage.

Makethe callwith the principal,nurseor counselorpresent.

All necessarphonenumbersand paperworkare availablein the front office of eachschoolsite.
Completethe written reportimmediatelyafter completingthe verbalreport.

Isthe obligationto report satisfiedif the matter isreportedto the principal,nurseor counselor?

0 NO.Youmustmakethe reportto DCSr law enforcement.

What about sexual conduct between teenagers?

Not amandatoryreport if the conductwasconsensuahnd—

)l
)l
)l

Both partiesare 14,15,16,17,or
Oneis 18 (adult)and no more than 24 monthsolder than the minor, or

Oneis 19 (adult)andisin highschoolandis no more than 24 monthsolderthan the minor.
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Are there protections for an employee who makes a report?

Yes.A personwho furnishesa report is immune from any civil or criminalliability unlessthe personacted
with malice.

Nonemergency reporting procedureall non-emergencysituationswhere a child is not at immediaterisk
of abuseor neglectthat could resultin seriousharm may be reported on-line via OnlineReportingService
for MandatedReportersat https://dcs.as.gov/reporichild-abuseor-neglect

Emergency reporting procedures\ll emergencysituationswhere a child facesan immediaterisk of abuse
or neglectthat couldresultin seriousharm MUSTbe reported by calling:

9110r 1-888-SOSCHIL1-888-767-2445)or TDD(TelecommunicationBevicefor the Deaf):602-530-1831
(1-800-530-1831).

SafeOperationof District Vehicles

All Districtvehicleswill be operatedin the safestmannerpossible Thefollowingguidelineswill apply:

1  Whendriving,employeesnustbe physicallyandmentallycapableof operatinganyvehiclesafely.No
employeeshould operate a District vehicle after havingconsumedalcoholicbeveragesor having
takenmedicationthat maycauselrowsiness.

Driverswill obeyall traffic lawsand observelegalspeedlimits at all times.

Anytraffic citationswill be the responsibilityof the driver and shallbe reportedto their immediate
supervisorassoonaspossible.

1 Employeewill be responsiblefor maintainingin good mechanicabperatingconditionanyvehicles
assignedo them. Necessaryepairsmaybe requestedon atransportationdepartmentwork order.

1 Employeeswill complywith all federal, state, and local laws and regulationsregardingthe use of
mobiletechnologydevicesjncludingcellulartelephones.

Useof cellulartelephoneswhile drivingnot permitted.

Employeeswill not send or read text message®r emails,dial cell phones,or view any type of
electronicdevicesncludingGPSype systemsand computerswhile driving.

TobaccdJse
PolicyGBED

The possessionor use of tobacco products, tobacco substitutes, electronic cigarettes, other chemical
inhalation devicespr vaporproductsis prohibitedin the followinglocations:

1 Schoolgrounds.

1 Schoobuildings.

1 Schoobparkinglots.

1 Schoobplayingfields.

1 Schoobusesandother Districtvehicles.
1 Off-campusschoolsponsorecevents.

Underthe provisionsof A.R.S36-798.03 apersonwho violatesthe prohibitionis guilty of committinga petty
offense.

The prohibitions do not apply to an adult when possessionor use of the tobacco products are for
demonstration purposesas a necessaryinstructional component of a tobacco prevention or cessation
programthat is:

FWUSD Support Employee Handbook
2019-2020 34| Page


https://dcs.as.gov/report-child-abuse-or-neglect
http://www.azleg.gov/FormatDocument.asp?inDoc=/ars/36/00798-03.htm&Title=36&DocType=ARS

1 Approvedby the school.
i Establishedn accordwith ArizonaRevisedStatute15-712.

DrugFreeWorkplaceRequirements
Policy GBEC

No employeeshallviolatethe law or Districtpolicyin the manufacture distribution, dispensingpossession,
or use, on or in the workplace, of alcohol or any narcotic drug, hallucinogenicdrug, amphetamine,
barbiturate,marijuana,or anyother controlledsubstanceasdefinedin scheduled throughV of section202
of the ControlledSubsaincesAct (21 U.S.C812) and asfurther defined by regulationat 21 C.F.R1308.11
through1308.15.

Workplaceincludesany schoolbuildingor any schoolpremisesand any schoolownedvehicleor any other
schootapprovedvehicleusedto transportstaff membersor studentsto andfrom schoolor schoolactivities
or on schoolbusinessOff schoolproperty, the workplaceincludesanyschoolsponsorecor schootapproved
activity, event, or function where studentsor staff membersare under the jurisdiction of the District. In
addition, the workplaceshallincludeall property owned, leased,or usedby the Districtfor any educational
or Districtbusinesgurpose.

Any employeewho has been convictedunder any criminal drug statute for a violation occurringin the
workplace asdefinedabove,shallnotify the supervisowithin five (5) daysthereof that suchconvictionhas
occurred.

Asa condition of employment,eachemployeeshallabide by the terms of the District policy respectinga
drug-free workplace.

Any employeewho violatesthis policyin any manneris subjectto discipline which mayinclude,but is not
limited to, dismissal.

Conflictof Interest
Policy GBEAA

Busines®Relations

Any employee who has, or whose relative has, a substantial interest inegigiah of the District shall make
known this interest in the official records of the District, and shall refrain from participating in any manner
as an employee in such a decision.

Refrain from participating in any mannereans more than just refrainingagm making a final decisionit
means participating in any way in the process leading up to a decisioamployee with a conflict of interest
must not make recommendations, give advice, or otherwise communicate in any manner with anyone
involved in thedecisionmaking process.

VendorRelations

No employee of the District will accept gifts from any person, group, or entity doing, or desiring to do,
business with the District as described in Policy DJ, Purchasing (Purchasing Ethics Policy).

DistrictPurchases froremployees

The District must comply with competitive purchasing rules for any acquisition of goods or services from
District employees regardless of the dollar amoufhe District may acquire equipment, material, supplies,

or servtes from its employees only under an award or contract let after public competitive bidding [28R.S.
503 A.G.O. I0®02]. The requirement pplies to any purchase using District monies, including
extracurricular activities fees, tax credit contributions, and monies held in trust by the District such as student
activities monies, when a District employee acts as the ven@uoal and written qotations do not satisfy

the public competitive bidding requirements.

EmployeéTraining and Acknowledgementdhderstanding
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The Governing Board may require annual employee training to ensure District conflict of interest policies are
communicated to emplages and acknowledged as received and understdeath employee shall complete
and sign the conflict of interest form, GBEBAas determined by the District.

The District will investigate allegations of inadequate disclosure of substantial interests arafipropriate
participation when a substantial interest may exist.

Visitorsin the Workplace
Policy Kl

The Superintendentshall establishschootvisit proceduresfor the control of personsother than school
personnelor studentswho enter District premises. Suchproceduresshallpermit full useof all legalmeans
to ensurethat students,employeesand District property are properly safeguardedNo person,other than
one who is a peaceofficer or one who has obtained specificauthorizationfrom the appropriate school
administrator,shallcarryor possesaweaponon schoolgrounds.

Parentsare encouragedo visit the schools All visitorsto any schoolmustreport to the schooloffice upon
arrival. Forthosewho wishto visit a classroonduringthe schoolday, it is preferredthat the teacherandthe
principalbe contactedin advanceto arrangea day andtime for suchvisit so asto avoidany conflictswith
the schoolscheduleln visitinga classroom parentsmust realizethat the teacher'sfirst responsibilityis to
the classasawhole,andthe teacherwill be unableto converseat anylengthwith the visitor. If aconference
is desired,arrangementswill be madeby the teacherfor an appointmentwith the parent either before or
after schoolhours.

No personmay enter onto schoolpremisesjncludingvisitsor auditsto a classroonor other schoolactivity,
without approvalby the principal.Neitherwill any personbe allowedto conductor attempt to conductany
activity on schoolpremiseghat hasnot hadprior approvalby the principal.

Anyonewho is not a studentor staff memberof the Districtschoolsandisin violation of this policy,maybe
askedto leavethe property of the District. Failureto complywith the lawful directionsof Districtofficialsor
of Districtsecurityofficersor any other law enforcementofficersactingin performanceof their duties,and
failureto identify oneselfto suchofficialsor officerswhenlawfully requestedto do so,will be againstDistrict
regulations.Failureto obey suchinstructionsmay subjectthe personto criminal proceedingsapplicable
underlaw.

DressStandards

Allemployeesare expectedo presenta professionalmagethat isappropriatefor the workplacesettingand
for the work beingperformed.

CopyrightedMaterials
Policy EGAD

The District does not condoneviolations of the United Statescopyright law. Subjectto certain specific
exceptionsthe owner of acopyrighthasthe exclusiveightsto reproduce distribute, perform, or displaythe
copyrightedwork, or to authorizesuchreproduction,distribution, performance or displayby others.

Anexceptionto the exclusiveights enjoyedby copyrightownersis the doctrine of fair use. Thefair useof a
copyrightedwork for purposesof teaching,scholarshippr researchis not an infringementof copyright. All
of the followingfactorsshallbe consideredn determiningfair use:

1 Thepurposeand characterof the use,includingwhether the useis of a commercialnature or for
nonprofit educationalpurposes.

1 Thenature of the copyrightedwork.
1 Theamountandimportanceof the portion usedin relationto the copyrightedwork asawhole.
1 Theeffectof the useuponthe potential marketfor or valueof the copyrightedwork.
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Afurther exceptionshallbe performanceor displayof awork by instructorsor studentsin the courseof face
to-faceteachingactivitiesin a classroonmor other similarplacedevotedto instruction.

SafetyRulesand Conditionsof Work

Thepurposeof theseproceduresandregulationsisto providedirectionfor employeedn assuringemployee
safetyand well-being during employmentwith the FlowingWells SchoolDistrict. Employeesshould check
the bulletin boarddaily,sincenoticespostedthere will be of importance.

If anemployeeis unableto work becauseof ilinessor for anyother unexpectedvalidreason,notice mustbe
givento the principalor supervisoiby at least6:30a.m.of the daymissed.

Deskswork benchesyehiclesandwork areasmustbe kept cleanandorderly. Aislesmust be clearof stock
and material must be stacked neatly. Discardedpaper, rags and waste materials must be placed in
receptaclegprovidedfor that purpose.

Employeesrerequiredto report promptly anychangein their addressor telephonenumberto the building
p r i n cadngngstrativeassistantandon Munis EmployeeSelfServicd ESS).

Anyarticle lost or found shouldbe reported at onceto the principalor supervisor All articlesfound on the
schoolpremisesmustbeturnedintothep r i n ooffige.all lostproperty deliveredto the Districtandnot
claimedwithin a period of sixmonthswill be turned overto a charitableorganizationor otherwisedisposed
of asdeterminedby district administration.

Employeesre not to transportstudentsin private vehiclesor in schoolvehiclesunlessauthorizedto do so.
SafetyRules
Everyemployeemustfully complywith all safetyinstructions.

Accidentsand injuries must be reported promptly to the principalor supervisor An adequateprogramfor
first aid is maintainedto providenecessanattention.

Allemployeesnustwear shoesof sturdy constructionto afford proper protectionfor their feet.

Employeesnust not wear loose clothing or garments,includingany hangingjewelry, when workingon or
nearmachinesor powertools.

Gogglesre providedby the Districtandmustbe worn at all timeswhenanemployeeis operatinga grinding,
polishing,or anyother type of machinewhere particle,chips,or dustare created.

Employeesnustnot cleanor adjusttheir machineswhile the machineis in motion.
Employee®peratingpower equipmentmustat all timesusethe guardsprovidedon the equipment.

Oilwaste,trash, food scrapswaste paper,old clothes,etc., is to be placedin containersprovidedfor such
purpose.Keepall equipmentandfacilitiesclean.

Anydangerougracticesdefectsin lightingequipment,floors, tools,machinespr other equipmentthat may
causeaninjury mustbe reported promptly to the immediatesupervisor.

Employeesnustlearnto lift the properwayto avoidstrainsand shouldnot attempt to lift or pushobjects
that aretoo heavy.

Employeeanust avoid touching any loose or misplacedelectricalwires, and be sure to report any such
conditionto the supervisompromptly.

Employeesnustnot pile materialor equipmentin front of, against,or ontop of the fire apparatus sprinkler
valvehousingselectricalequipment,etc.andmustensurethat fire lanes,doors,aisles andstairwaysemain
clearof all obstructions.

Employeesnustknow the locationsof fire exits,alarmboxes firefighting equipment,first aid kits, andfirst
aid assistanceAll safetyandfirst aid equipmentmustbe maintainedin serviceablecondition.
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Thewillful disregardof safety rulesshallsubjectthe employeeto possibletort liability. If negligenceoccurs,
the employeemaybe subjectto disciplinaryaction

Rulesof Work SupportStaff

Wherea singleincidentof employeeconductviolatesmorethanone (1) rule, the employeeshallbe deemed
to havecommittedtwo (2) or more violationsof the rulesinvolved.Whereaviolationrequiresa disciplinary
suspensionthe time for suchsuspensiorshallbe determinedby the Superintendentso as not to unduly
interfere with the efficientoperationof the District.

Attendance.Employeesnust report to work on time and work their scheduledhours. Repeatedardiness
mayresultin disciplinaryaction. Employeesnuststart workingat the beginningof their scheduledvork day
and, exceptfor breaksandlunchperiods,must remainworkingthroughout the work day. Employeesnust
resumeworkingpromptly followingthe endof breakor lunchperiods.At the endof the work day,employees
arerequiredto leavethe premisespromptly andnot return until their nextscheduledstartingtime.

AbsencesWhenanemployeeexpectsto be absent,the employeemustnotify the principalor supervisorat
leastone day in advance.In caseof an unexpectedabsencethe principalor supervisormust be notified
promptly and advisedof the reasonfor the absence Employeesare required to notify their principal or
supervisobefore 6:30a.m.,or suchother time asis designatedy the District,on anydayon whichthey are
unableto work becauseof illness or for any other unexpectedgood reason.An employeeabsentwithout
noticeor goodcausefor three (3) consecutivevorkingdaysis deemedto havevoluntarilyterminatedhis/her
employment.Repeatedabsenteeisntonstitutesa violation of this rule andwill resultin dismissal.

HousekeepingEmployeeanust perform their work with due regard for maintainingthe premisesin an
orderlymannerandshallreturn alltoolsor equipmentto the personor placefrom whichthey were obtained
promptly following the completion of their use. Employeesare required to depositrefusein containers
providedfor suchpurpose.

Foodstuffs.Employeesare not permitted to bring foodstuffs of any kind to instructional areas unless
otherwiseexpresslauthorized.

PersonalCommunicationPersonalcallsshouldbe confinedto lunchtime or planningperiods.Employees
are not permitted to makeor receivetelephonecallsduringwork hoursexceptin the caseof emergencies.
All exceptionamustbe first authorizedby the supervisor.

Destruction of CompanyProperty. Defacingor destroying or willfully neglecting district property is
prohibited.

Theft. Theftof Districtproperty or the property of anyemployeeis prohibited.
Gambling Gamblingn anyform whatsoeveris prohibited.
Insubordinationinsubordinationjncludingrefusalor failure to perform work assignedis prohibited.

IntoxicatingLiquors Employeesre not permittedto: (1) report to work underthe influenceof anyalcoholic
beveragesor other stimulant, (2) use alcoholicbeverager other stimulantsduring working hours, or (3)
bring alcoholicbheverage®r other stimulantsonto the district premises.

SmokingSmokings not allowedanywhereon schoolpremisesat anytime.

Falsificatiorof Information. Falsificatiorof personnelor other recordsor falselystatingor makingclaimsof
injury are prohibited.

Falseor MisleadingStatements Themakingof falseor maliciousstatementsconcerningany employee the
District, or its programs,or falsifyingor refusingto givetestimonywhen accidentsare beinginvestigatedis
prohibited.
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Misuseof Confidentiallnformation. The misuseor publicationof confidentialinformation relating to the
Di s t pragramsdr eperationsis prohibited.

Languageand Conduct.The use of abusive,threatening, or profane languageor engagingin disorderly
conductis not allowed.

Work ResponsibilitiesPerformingother than assignedwvork during work hoursis prohibited. Sleepingor
malingeringon duty is prohibited. Concealmenbr unauthorizeddisposalf defectivework is prohibited.

Useof Equipment.Theoperationof machinestools, or equipmentto which an employeeis not specifically
assigneds prohibited.

Sanitation.Creatingor contributingto unsanitaryconditionsis prohibited.

ImproperandlllegalUseof DistrictPropertyand ResourcesTheuseof district stationery,suppliespostage,
equipment,or anyfacilitiesforane mp | o pees@nalbenefitis strictly prohibited.

Communicabld®iseaseFailureto report and/or the concealingpf acommunicableliseases prohibited.
WeaponsUnauthorizedgpossessiomf weaponson district property at anytime is prohibited.

Standardsof Workmanship Employeesare expectedto maintain their workmanshipaccordingto proper
methodsand standards Thestandardsand requirementsof all work assignedo employeesare established
bythe supervisorWhenanemployeeisin doubtasto the mannerin whichassignedvorkisto be performed,
the employeeisrequiredto requestthe necessarynformationandinstructionfrom the supervisor.

EmployeeEfficiency Employeesare requiredto perform their dutiesin an efficient mannerin accordance
with the directionfrom their supervisorsWhenan employeefailsto perform assignedvork efficiently, the
employeewill be notified. Failureto promptly correct the inefficiencywill result in either a disciplinary
suspensioror dischargedependinguponthe circumstancesn eachcase.

Lists of Rules Not Exclusive

TheGoverningBoardshallretain the authority to imposeappropriatedisciplinein situationsnot referenced
above.Thelist is not intendedto be an exclusivdist of all situationswhere disciplineor dismissalvould be
appropriate. Theforegoingrules governemployeeconductwhile in the employ of the District. The District
reserveshe right to add,amend,or modify theserulesand further, to take suchdisciplinaryactionasthe
Districtdeemswarrantedfor anyother causenot specificallycovered.

Staff Use ofDigital Communications and
Electronic Devices

Policy GBEF

The Governing Board recognizes how vib@ised and mobile technologies are fundamentally changing
opportunities to communicate with individuals or groups and how their use can empower the user and
enhance discourseThe Board equally recognizes that the misuse of such technologies can be potentially
damaging to the District, employees, students and the commurigcordingly, the Governing Board
requires all employees to adhere to adopted policies @m utilize digital communications and electronic
devices in a professional manner at all times.

The Board establishes the following parameters:
District employees

A. shall adhere to all Governing Board policies related to technologies including bumitetd|to the use
of District technology, copyright laws, student rights, parent rights, the Family Educational RigRtsvaog
Act (FERPA), staff ethics, and stffdent relations;
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B. are responsible for the content of their posting on any form ofhteology through any form of
communication;

C.shall only use Distriepproved technologies when communicating with students or parents;

D. shall not use District owned or provided technologies to endorse or promote a product, a cause or a
political position or candidate;

E. in all instances must be aware of his/her association with the District and ensure the related content of
anyposting is consistent with how they wish to present themselves to colleagues, community members,
parentsand students;

F. shall not use District logos or District intellectual property without the written approval of the
Superintendent;

G.shall use technologies to enhance and add value to communications with all recipients and be respectful
of those with whom they communicate;

H.shall immediately report all misuse or suspected misuse of technology to their direct
supervisor/administratowho in turn will immediately report to the Superintendent;

I. shall comply with all applicable records management parameters establishedribgn# State
Library,Archives and Public Records.

The Superintendent shall communicate the above to all employees of the District at the beginning of each
school year and to newly hired employees as part of the hiring process.

The Superintendent shall edilish which technologies are approved for use by employees to communicate
with parents and studentsApproved technologies shall be communicated to the Board and employees prior
to the start of every school year, to newly elected Board members pricakimg office, and to newly hired
employees as part of the hiring process.

The Superintendent shall determine which records retention and management guidelines as established by
the Arizona State Library, Archives and Public Records are applicable Bodhispolicy and communicate
these guidelines to the Board and employees prior to the start of every school year, to newly elected Board
members prior to taking office, and newly hired employees as part of the hiring process.

Violations of this policy maesult in disciplinary action up to and including termination and may constitute
a violation of federal or state law in which case appropriate law enforcement shall be notifiegl.
Superintendent shall report violations of this policy to the Board dvadl snake reports to the appropriate
law enforcement agncy when determined necessary.

Staff Use of Digital Communications and Electronic Devices
Policy GBER

Introduction

Employees are encouraged to use electronic communications to appropriatehggpohsibly participate in

this rapidly growing environment of learning, collaboration, and relationship buildingight of ever
evolving technologies and online social tools, the District will review these guidelines annually to ensure they
remain curent to our needs.

TheTAPTest

Employees should apply the Transparent, Accessible, and Professional (TAP) Test to all online tools and
messages used on those tooElectronic communication with one another, with students, and with parents
should alway®e transparent, accessible, and professional, as defined below:

Transparent Electronic communication between staff, students, and parents should be transpahsna.
public school district, we are expected to maintain openness, visibility, and accdiiptaith regard to all
communications.
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Accessible Electronic communication between staff, students, and parents is a matter of public record
and/or may be accessible by others.

Professional All electronic communication from staff to student or pareshould be written as a
professional representing the Flowing Wells Unified School District (FWO8&B)includes word choice,
tone, grammar, and subject matter that model the standards and integrity of a professional eduahtarys
choose words thaare courteous, conscientious, and generally businesslike in manner.

Before hitting "send" or "post" consider this question, "Would | mind if this information appeared on the
front page of the local newspaper?lease remember that-mail and social netwding are very public
places.

Encouraged Communication Methods:
e District Email

District Phone

District Website

School Website

District Student Database

e DistrictApproved Applications, shas Google Classroom

These communication methodsre always acceptable because they are monitored by the District, and
conform to Districtset parameters, filters, and firewalldlessages and information using these tools can be
monitored by the District, are retrievable, and may be produced as docuatient if required.

Employees are expected to follow District policies, regulations, and always protect student confidentiality
and rights to privacy, just as though writing a letter or having a-fadace conversation.

Use Caution Communication Methods:

e "Friending" parents check privacy settings

e Contacting parents using personal phones

Use Extreme Caution Communication Methods:

e Personal social medfar any contact with students or parents

e "Friending or following" students, or acceptingefrd or follow requests from students.
e Personal to personatmail

e Texting students/parents

e Calling students using personal phones

If planning to use a communication method from the "Use Caution" or "Use Extreme Caution” catiegory,
employeemust

e Consult with the principal or supervisor to discuss how the tool will be used and to obtain approval.
e Contact the parents and document their consent for the student to participate.

e Have an opbut option and a viable alternative for the stedt to participate.

Unacceptable Communications Methods:

e Online Games and Related Activiti®hile many people enjoy a variety of gaming systems (Wii, Xbox,
etc.) and recreational websites that allow them to compete with others through the Interhist,ig not an
acceptable activity for staff members to engage in with students.
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Important Reminders

Employees should be aware thangailing,texting, and other electronic communicatiobstween a staff
member and student could be easily misinterpretedabgtudent omparent. If an employee or coach plans
to send electronic communicatiorsstudent's phone for immediate and urgent contact with students or
team members, the employee or coach must be transparent about suchMiake the parents aware at the
beginning of the school year or season that you will fmeagling or texting.

Social media sites for personal purposEsmployees using Facebomkcommunicate with friends, family,

and personal networks should ensure their privacy settings are setriends." If the "Friends of Friends"

or "Everyone" settings are used, employees open their content to a much larger group of people, including
students and parentsEmployees using Instagram should set their accounts to "Priv&eployees using
Twitter should change settings to approve follower requegEgiployees should not use their Distrietrail

or phone number for communications on social media networks for personal accounts.

The wall between public educator and personal friend with studentsishalways be visible and strongly
communicated.Please talk to your principal/supervisor or human resources ifhaue any questions or
concerns.

General Procedures

Emergencies
The District uses a text messaging system to notify employees in casiuattias that requires a lockdown.

The system uses the current cell phone number entered in PowerSchool for each employee. It is the
responsibility of the employee to notify the site administrative assistant if the cell phone number of the
employee changs. All employees may opt into the emergency texting system by texting the word YES to
67587. As long as the cell phone numbees not change,raployees only need to ogh one time.

Policy EBC

The Superintendentwill developand maintain District emergencyplansfor eachschool,department,and
other facilitiesin the Districtandwill coordinatesuchplanswith the locallaw enforcement fire, medicaland
hospital authorities as necessary.Trainingcomponentsfor staff and students shall be included in the
Superintendent'&mergencyplans.

Emergencyesponseplansare confidentialand exemptfrom publicdisclosure TheDistrictshallnot release
emergencyresponseplansto the publicaspart of a publicrecordsrequest.[A.R.S41-1803G)]

Theplanswill be in accordancevith minimumstandardsdevelopedjointly by the Departmentof Education
andthe Divisionof EmergencyManagementwithin the Departmentof Emergencyand Military Affairs.The
planswill designatespecificemergencydrillsto be conducted.Localrespondersshallperiodicallybe invited

to reviewthe plan(s).Emergencylansdevelopedby the Superintendentwill be presentedannuallyto the

Board.

PersonnelRecords
Policy GBJ

TheDistrictwill maintainacompleteandcurrentofficial personnefile for eachDistrictemployee Employees
will be advisedof, andwill be permitted to reviewand commenton, all information of a derogatorynature
to be placedin their respective personnelfiles. The employee may prepare a written reply to such
information,andsuchreply,if any,will be appendedo the informationin the file.

Recordsreasonablynecessaryor appropriate to maintain an accurateknowledgeof disciplinaryactions
regardingstaff membersand the staff members'responseswill be maintained.Disciplinaryaction records
shallbe opento inspectionand copyingunlesssuchinspectionand disclosureof recordsor informationin
the recordsis contraryto law.
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TheDistrictmay create suchsubfiles within a personnelffile asare appropriateto ensureconfidentiality of

thosefiles made confidentialby law and efficient use of the file. Accesgo personnelfiles will be limited to

authorizedDistrict officialsand employeesauthorizedto handlepersonnelffiles. IndividualBoardmembers
may only inspectconfidentialstaff files when specificallyauthorizedby the Board,asevidencedby actionof

aquorumof the Boardin alegalmeetingproperlynoticed. Employeesnayreviewtheir own files by making
written requeststo the SuperintendentMaterials obtained prior to an employee'semployment,suchas
confidentialrecommendation®r interview notes,will not be availablefor reviewby the employee.

Unlessotherwisespecificallyprovidedby law, a schooldistrict shallnot:
1 Useanindividual'ssocialsecuritynumberon forms of identification.

1 Transmitto another individualmaterial that containsboth the individual'ssocialsecurity number
andthe individual'sfinancialinstitution accountnumber. Thisdoesnot precludethe transmissiorof
documentsof enroliment,amendmenttermination, or contractingfor financialservicesor doesit
precludetransmittingdocumentsconfirmingthe accuracyof the numberspreviouslysubmitted.

TheSuperintendenshallprepareprocedurego implementthis policyand A.R.S44-1373whichrestrictsuse
of personalidentifyinginformation.

Documentswithin a personnelfile may be reviewed by the public only to the extent that disclosureis
compelledasapublicrecord.

FacilitiesUse
Policy KF

Schooffacilitiesand property may be leasedto extendedday resourceprogramsand any person,group or
organizationfor any lawful purposein the interest of the community. The purposesinclude but are not
limited to the following:recreational,educational political, economic artistic, moral, social religious,other
civic,or governmental.

Areasonablaisefee shallbe chargedor the leaseof schoolfacilitiesand property andthis fee maybe offset
by goodscontributed or servicesenderedby the lessee.'Reasonableisef e méansanamountthat is at
leastequalto the costfor utilities, servicessuppliesor personnelprovidedto the lesseepursuantto the
termsof the lease.

The Superintendentmay permit the uncompensateduse of facilities and property by any schoolrelated
group, includingstudent political organizationspr by any organizationwhosemembershipis opento the
public and whose activities promote the educationalfunction of the District. “Educationf u n ¢ tmeaasn ”
usesthat are directlyrelatedto the educationalmissionof the Districtasadoptedby the Boardandincludes
the educationalmissionrelated usesof parent - teacher organizations,youth organizationsand school
employeeorganizationsUse of facilities or property by organizationsndicated abovethat will require a
substantialDistrict cost for utilities, services,suppliesand/or personnelmay be permitted only if goods
contributed, servicegenderedor paymentsare madeto reimbursethesecoststo the District.

Themissionof the Districtis found in sectionA of the policy manual(seecrossreferencedpoliciesbelow).
Themissionstatementandthe group'sor organization'promotion of the educationafunctionthroughthe
activity,asinterpretedbythe Superintendentn goodfaith, will be the basisuponwhichuncompensatedise
of Districtfacilitiesand property shallbe approvedor denied.

Generallythe Superintendenshallannuallyrecommenda fee scheduleto the Boardfor the leaseof school
property and suchscheduleshallincludea procedurefor determiningthe valueof goodsand serviceseing
providedascompensatiorfor the useof schoolproperty. Thescheduleshallincludea designationof those
groupswhoseactivitiespromote the educationalfunction of the SchooDistrictasdeterminedin goodfaith
by the Superintendenandpresentedfor Boardreview.

Property not associatedwith the use of facilities is coveredin section E of the policy manual (seecross
referencedpoliciesbelow). The District will useits best efforts to avoid conflictswith approveduse of the
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facilitiesand property but no leaseor useprovisionshallbe effectiveif the administratorof the facility finds
that it would causedelay,cancellationpr reschedulingf a schoolsponsoredactivity.

Proof of liability insuranceshallbe requiredfor the useor leaseof schoolproperty pursuantto A.R.S15
1105. The SchoolDistrict and its GoverningBoard,employees,and agentsshall be named an additional
insuredunderthe liability insurancepolicyduringthe useof the facilitiesand property.

TheSchooDistrictandits employeesincludingthe GoverningBoard,Superintendenbr ChiefAdministrative
Officer,areimmunefrom civil liability with respectto all decisionamadeandactionstakento allowthe lease
or use of school property, unlessthe SchoolDistrict or its employeesare guilty of grossnegligenceor
intentional misconduct.Thisdoesnot limit anyother immunity provisionsthat are prescribedby law.

TheSuperintendenshallestablishsuchrulesandregulationsasare neededto implementthis policyaswell
asto assurethe preservationof Districtproperty.

Thelesseeof schoolfacilities must affirm knowledgeof and enforcethe requirementsand restrictions set
out in Chapter28.1of A.R.STitle 36 relatedto medicalmarijuana.

Thelesseeof schoolfacilitiesto be usedfor athletic activitiesmust confirm knowledgeof and compliance
with the requirementsandrestrictionsfor suchuseassetout in BoardPolicyJJIB.

Termination of Employment

Resignations
Policy GDQB

Employeewoluntarilyterminatingtheir servicewith the Districtare expectedto giveadvancenotice of not
lessthan ten (10) working days. Thisnotice shouldbe submitted to the supervisorin writing and should
specifyboth the last day of work and the reasonfor terminating. Authorizedunusedvacationcredit will be
paidto employeeswith the lastpaycheck.

Whenan employeeresignsthe separationdate is the lastdaythe employeeworks.

If anemployeegivesnotice of aresignationthen becomesdll, the Superintendentasthe discretionto allow
anemployeeto useaccruedsickleavethroughto the resignationdate originallyindicated.

If an employeeis exhaustingapproved sick leave for medical reasonsand then resignsor dies before
returningto work, the separationdate is the date of resignationor death.

Upon voluntary termination of employmentwith FlowingWells Schoolsafter ten (10) or more yearsof
service asupportemployeeshallbe paidfor eachdayof personalilinessleaveaccruedup to a maximumof
two hundred(200)days,accordingo the followingschedule(one[1] dayis definedaseight[8] hours):

Rates
1 10o0r moreyearsof employment=$31.96per day (prorated)
1 15o0r moreyearsof employment=$36.37per day (prorated)
1 20o0r moreyearsof employment=$40.78per day (prorated)

Pleasenote: Employeesnay not receivethe total wagesdue as of the date of leavinguntil the following
regularpaydayfor paymentin full of their wages.

Upontermination of employment,anemployeeandhisor her dependentsvho areenrolledintheDi st r i ct ’
group health plan may be eligiblefor continuedcoverageunderthe planat groupratesfor up to eighteen
(18)months COBRATheemployeeand/or hisor her dependentsamust paythe full costof the premiumand

maybe requiredto payanadministrativechargeof no morethantwo percent(2%)of the premium.
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Discipline,Suspensionand Dismissabf SupportStaff Members
Poliocy GDQF

Minor Disciplinary Action

A support staff member may be disciplinedfor any conduct that, in the judgment of the District, is
inappropriate.Minor disciplinaryactionincludes,without limitation thereto, verbalor written reprimands,
suspensiomwith pay,or suspensiomwithout payfor a periodof five (5) daysor less.Minor disciplinaryaction
shallbe imposedby the supportstaff member'ssupervisor A supportstaff memberwho wishesto objectto
aminor disciplinaryactionshallsubmita written complaintto the supervisor'ssuperiorwithin five (5) work
daysof receivingnotice of the disciplinaryaction. The supervisor'ssuperiorwill review the complaintand
may confer with the support staff member, the supervisor,and such other personsas the supervisor's
superiordeemsnecessaryThedecisionof the supervisor'ssuperiorwill be final.

Suspension without Pay for More than Five Days

At-will employeesTheemploymentof an at-will employeemay be suspendedvithout pay for a period of
more than five (5) daysby action of the Superintendentfor any conduct by the employeethat, in the
judgment of the Superintendent, is inappropriate. Before suspending an at-will employee, the
Superintendenwill inform the employeeof intent to suspendhe employeeandwill givethe employeean
informal opportunity to explainwhy, in the employee'sopinion, the suspensiorshouldnot be imposed.The
Superintendent'slecisionwill be final.

TermemployeesTheemploymentof aterm employeemaybe suspendedvithout payfor a period of more

than five (5) days by action of the Superintendentfor any conduct that, in the judgment of the

Superintendentisinappropriate.lf the Superintendenintendsto suspendaterm employeewithout payfor

more than five (5) days,the notice and hearingproceduresprescribedfor the dismissabf term employees
shallbe followed, exceptthat the hearingofficer shallbe designatedoy the Superintendentandthe findings
of the hearingofficer shall be a final decision.At the Superintendent'soption, the Superintendentmay
requestthat the GoverningBoardact asthe hearingofficer. If the hearingofficer or the GoverningBoard
finds that there is not causeto suspendthe employee without pay for more than five (5) days, the

Superintendentmay, after reviewingthe findings,imposeminor disciplinaryaction.

Dismissal

At-will employeesTheemploymentof an at-will employeemay be terminated by action of the Governing
Boardfor anyreason,or for no reason,with or without advancenotice, asthe GoverningBoarddesires.If

the Superintendent recommends that the Governing Board terminate an at-will employee, the

recommendationshallbe submittedto the GoverningBoardin writing and a copy of the recommendation
shallbe deliveredto the employee.Theat-will employeemay submitto the GoverningBoardprior to the

Boardmeetinga written responseto the recommendation If the at-will employeechoosesto attend the

Boardmeetingwhenthe recommendationis consideredthe GoverningBoardmay, in its discretion,permit

the employeeto addresghe GoverningBoardconcerningonly the recommendation.

Term employees.The employmentof a term employeemay be terminated for causeby action of the
GoverningBoardat any time prior to the expirationof the term of employment.Forthe purposesof this
provision,causemeansany conductthat, in the judgmentof the District,is detrimentalto the interestsof
the Districtor its personnelor studentsandshallinclude,without limitation thereto, the following:

1 Absencewithout leave

1 Incompetenceor inefficiency
1 Abuseof leave

9 Insubordination

91 Alcoholor drugimpairment
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Neglectof duty.

Childabuseor molestation

Unauthorizedpossessiomf a weaponon schoolgrounds
Discourteoudreatment of the public.
Unauthorizeduseof schoolproperty.

Dishonest

Unlawfulconduct

Excessivabsenteeism

Useof illegaldrugs

Fraudin securingemployment

Violationof adirectionof a supervisor

=A =4 =4 =4 =4 4 -4 -4 -4 -4 -4 -4

Improperattitude.
1 Violationof a Districtpolicyor regulation

If the Superintendentecommenddermination of aterm employee,a copyof the recommendatiorshallbe
deliveredto the employee.Theemployeemay requesta hearingwithin five (5) work daysafter receipt of
the recommendatia. If a hearingis requested the Superintendenshalldeliverawritten notice of the time
and placeof the hearingand a written statementthat givesthe reasonsfor the recommendationa list of
personswhom the Superintendentexpectsto testify in support of the recommendation(together with a
brief summaryof what eachpersonis expectedto say),anda generaldescriptionof anyother evidencethat
the Superintendentt the time believesmaybe presentedat the hearingin supportof the recommendation.

Thehearingshallbe conductedby the GoverningBoardor by a persondesignatedby the GoverningBoard
within not lessthanfive (5)work daysand not more than thirty (30)calendardaysafter arequestfor hearing
issubmittedby the employee.Thedate of the hearingmaybe postponedby stipulationof the employeeand
the District, or by andin the solediscretionof the GoverningBoardor the hearingofficer, or at the request
of the aggrievedemployeeor the Districtfor suchreasonor reasonsasthe Governingdoardor hearingofficer
maydeemappropriate.

Theemployeemaybe representedat the hearingby counsel at the employee'sexpenseTheemployeeshall
havethe opportunity to presentwitnessesandto crossexamineany witnessespresentedby the District.
Formalrulesof evidenceshallnot apply.Arecordof the hearingshallbe madeby useof amechanicatlevice.

If a hearingofficer is used,the hearingofficer shall preparea written statementof findingsasto whether
there is causefor termination of the employeeand submitit to the GoverningBoardwithin ten (10) work
daysafter the conclusionof the hearing.The GoverningBoardshallreview the written statementand, if
desired,the record, and the GoverningBoard'sdecisionwhether to acceptthe findingsand whether to
terminate employmentor to imposeother disciplineshallbe a final decision.

If the GoverningBoard conductsthe hearing, it shall render a decisionwithin ten (10) days after the
conclusiorof the hearing.

General Matters

Failureto objectto adisciplinaryactionor take other actionwithin the time limitationssetforth in this policy
shall mean that the employee does not wish to pursue the matter further. Complaintsfiled after the
expirationof the applicabletime limitation will not be considered.

Thefiling or pendencyof a complaintor other form of grievancepursuantto this policyshallin no way limit
or delayactiontakenby the supervisoror the Superintendentuthorizedby this policyto take suchaction.
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A complaintrelating to minor disciplinaryaction, suspensiorwithout pay for more than five (5) days,or
dismissakhallnot be processedhsagrievance.

Noneof the proceduresof this policyshallalter the statusof an at-will employee.
Thispolicydoesnot applyto:

1 Any administrative recommendation or Governing Board action, discussion,or consideration
involvingthe nonrenewalof aterm employee.

1 Ratingscomments,and recommendationgnadein the courseof an evaluationof a support staff
member.

9 Thedecisionof the Superintendento placea supportstaff memberon administrativeleave.

1 Counselingf or directivesto a supportstaff memberregardingfuture conduct.

Student Issues

Specialnstruction Programs
Policy IHB

A longrange plan will be the basis for providing special education services for students with exceptional
needs and education requirement3hese services may include specialized programs, personnel, facilities,
materials, and equipment needed to promote thedividual physical, social, intellectual, and emotional
growth of exceptional students.

The Superintendent shall ensure that procedures provide educational opportunities for individuals with
disabilities and shall accomplish District compliance w@beral laws including the Individuals with
Disabilities Education Act (IDEA), the Arizona revised statutes, and the lawful regulations of the State Board
of Education.Such procedures shall include, but not be limited to, the following provisions:

A. The District will ensure that all children with disabilities, between the age of birth (0) through tvesrety

(21) years, within the boundaries of the District, including children with disabilities who are homeless or
wards of the state, and children withsdibilities attending private schools or home schools, regardless of the
severity of their disability, and who are in need of special education and related services are identified,
located, and evaluated.

B. A free appropriate public education (FAPE) sbalhavailable to all children with disabilities aged three
(3)through twenty-one (21) years within the District's jurisdiction, including children advancing from grade
to grade, those who have been suspended or expelled from school in accordance wittppheable
IDEArules and regulations, and any child with a disability the District has placed in or referred to a private
schoolor facility. The District may refer to and contract with approved public or private agencies as necessary
to ensure the prowion of FAPE for children with disabiliti€sAPE for an eligible student with a disab#itall
extend through conclusion of the instructional year during which the student attains the age of tivemty

(22).

C. A full and individual initial evaluatiomill be conducted by the public education agency before the initial
provision of special education and related services to a child with a disability in accordance with 34 C.F.R.
300.3006-300.311 of the IDEA regulationé. reevaluation of each child withdisability will be conducted by

the public education agency in accordance with 34 C.F.R. 36830311 of the IDEA regulations.

D. Procedures for child identification and referral shall meet the requirements of the IDEA and its regulations,
A.R.S. Tl 15, chapter 7, and its regulations, and the State Board of EducatiorRaR401

E. The District shall ensure that an individualized education program (IE®)aébded and implemented for
each eligible child served by the District and for each eligible child the District places in or referred to a private
school or facility by the District in accordance with 34 C.F.R. 3006.320.325 of the IDEA regulationan
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IEP or an individualized family service plan (IFSP) will be in place for each child with a disability prior to the
provision of FAPE.

F. To the maximum extent appropriate, opportunities for the least restrictive environment, inclusion in
educational gercises with regular program students, and for interaction with the total school environment
will be provided to exceptional students, the exception to be only when the student's condition, with
supplementary aids and services, make such regular clagsagolu unsatisfactory in accordance with 34
C.F.R. 300.114300.117 of the IDEA regulations.

G. The District shall establish, maintain, and implement procedural safeguards that meet the requirements
of 34 C.F.R. 300.360300.311 of the IDEA regulatianBarents will be provided with notices of procedural
safeguards in each specified instance and all due process conditions will be satisfied with respect to the
provision of a free appropriate public education.

H. The District will ensure that protectiasf the confidentiality of any personal identifiable data, information,
and records collected or maintained by the District will be in accordance with 34 C.F.R. 38I0&327.

I. To the extent essential to provide FAPE to children with disabilitiestagesl (3) through twentyone (21),
extended school year (ESY) services shall be made available and implemented as necessary.

J. Criteria for the graduation of exceptional students, including accomplishment in reading, writing, and
mathematics, shall besaspecified in the District policy on graduation requiremer8ach standards shall be
equivalent to or greater than those established by the State Board of Education.

K. Not later than March 1 of each year conduct a review of the reasonable and acteptib of students
per teacher for each disability categoryhe applicable ratios shall be specified in a regulation accompanying
the District policy on class size.

L. The discipline of exceptional students, and unevaluated students suspectédvaoig a qualifying
disability, is to be conducted in such a manner as to comply with FAPE and requirements of IDEA.

A child with a disability may be disciplined for a violation of the student code of conduct, including removal
from his or her current plaanent to an appropriate interim alternative education setting, another setting,
suspension, or expulsion in accordance with IDEA Regulations 34 C.F.R. 300.530 through 300.536.

For the purpose of this policy as it relates to a child with a disaliliiye school districtneans the school

district in which the person resides who has legal custody of the child as provided in1A-828. If the

child is a ward of the state and a specific person does not have legal custody of the child or is a ward of this
state and the child is enrolled in an accommodation school pursuant to A30%3, the home school district

is the district the child last attended or, if the child has not previously attended a public school in this state,
the school district within which the child currently reside

The Superintendent is authorized and directed to establish procedures for the development and
administration of the necessary programs, and to document District compliance with the law and this
policy. Such procedures will be made available to staffwbers and to parents as necessary to enhance
compliance.

StudentConcernsComplaints . and Grievances
Exhibit JHEEB

Studentsmay presenta complaintor grievanceregardingone (1) or more of the following:

9 Violationof the student'sconstitutionalrights.

91 Denialof an equal opportunity to participate in any program or activity for which the student
gualifiesnot relatedto the student'sindividualcapabilities.

9 Discriminatorjtreatment on the basisof race,color, religion,sex,age,nationalorigin, or disability.

1 Concerrfor the student'spersonalsafety.
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Complaintsand grievancegelated to allegationsof studentviolence,harassmentjntimidation or bullying
areto befiled in accordancevith BoardPolicyJICKorovidedthat:

1 Thetopicis not the subjectof disciplinaryor other proceedingsunderother policiesandregulations
of this District,and

1 Theprocedureshallnot applyto anymatter for whichthe method of reviewis prescribedby law, or
the GoverningBoardis without authority to act.

The guidelines to be followed are:

1 Theaccusatiormustbe madewithin thirty (30)calendardaysof the time the studentknewor should
haveknownthat there were groundsfor the complaint/grievance.

Thecomplaint/grievanceshallbe madeonly to a schooladministratoror a schoolstaff member.
Thepersonreceivingthe complaintwill gatherinformation for the complaintform.

All allegationsshall be reported on forms with the necessaryparticularsas determined by the
SuperintendentFormsare availablein the schooloffice.

1 Thepersonreceivingthe complaintshallpreservethe confidentialityof the subject,disclosingt only
to the appropriate schooladministratoror next higher administrativesupervisoror as otherwise
requiredby law.

1 Any gquestion concerningwhether the complaint or grievancefalls within this policy shall be
determinedby the Superintendent.

1 Astudentor student'sparentor guardianmay initiate the complaintprocessby completingExhibit
JIFEA.

1 A complaintor grievancemay be withdrawn at any time. Oncewithdrawn, the processcannotbe
reopenedif the resubmissionslongerthanthirty (30)calendardaysfrom the date of the occurrence
of the allegedincident.Falseor unprovencomplaintdocumentationshallnot be maintained.

1 Retaliatoryor intimidating acts againstany studentwho hasmade a complaintunder the District
policy and its correspondingregulations, or againsta student who has testified, assistedor
participatedin any mannerin an investigationrelatingto a complaintor grievance are specifically
prohibited and constitute groundsfor a separatecomplaint.

1 Knowinglysubmittingafalsereport underthis policyshallsubjectthe studentto disciplineup to and
includingsuspensioror expulsion Wheredisciplinay actionis necessarpursuantto anypart of this
policy,relevantDistrict policiesshallbe followed.

1 WhenDistrictofficialshavea reasonablebelief or an investigationrevealsthat a reported incident
may constitute an unlawfulact, law enforcementauthoritieswill be informed.

Hazing
Exhibit JICFEB

Thereshallbe no hazing,solicitationto engagein hazing,or aidingand abettinganotherwho is engagedn
hazingof anypersonenrolled,acceptedor or promotedto enroliment,or intendingto enrollor be promoted
to schoolswithin twelve (12) calendarmonths. For purposesof this policy a personasspecifiedaboveshall
be considerech“ s t u dirgillgtaduation transfer,promotion or withdrawalfrom the school.

Definitions

“ Ha z meargdnyintentional, knowingor recklessact committed by a student,whetherindividuallyor in
concertwith other personsagainstanotherstudentandin whichboth of the followingapply:

FWUSD Support Employee Handbook
2019-2020 49| Page



1 Theactwascommittedin connectionwith aninitiation into, an affiliation with or the maintenance
of membershipin anyorganizatiornthat is affiliated with an educationalinstitution.

1 Theactcontributesto a substantialrisk of potential physicalinjury, mentalharmor degradation,or
causegphysicalinjury, mentalharmor personaldegradation.

“ Or g a n imeaadariathlatit team,associationprder, society,corps,cooperative club,or similargroup
that is affiliated with an educationalinstitution and whose membershipconsistsprimarily of students
enrolledat that educationalinstitution.

Directions
It is no defenseto aviolation of this policyif the victim consentedor acquiescedo hazing.
In accordwith statute, violationsof this policydo not includeeither of the following:

9 Customary athletic events, contests or competitions that are sponsored by an educational
institution.

9 Anyactivity or conductthat furthers the goalsof a legitimate educationalcurriculum,a legitimate
extracurriculamprogramor a legitimate military training program.

All students,teachersandstaff shalltake reasonablaneasureswithin the scopeof their individualauthority
to preventviolationsof this policy.

Reporting/Complaint Procedure

Studentsand others mayreport hazingto any professionaktaff member.Professionastaff membersmust
report the incidentto the schooladministratoror nexthigheradministrativesupervisorjn writing, with such
detailsasmayhavebeenprovided.A failure by a staff memberto timely inform the schooladministratoror

nexthigheradministrativesupervisornf a hazingallegationor their observationof anincidentof hazingmay
subjectthe staffmemberto disciplinaryactionin accordwith Schoopolicies.Thestaff membershallpreserve
the confidentialityof thoseinvolved,disclosinghe incidentonly to the appropriateschooladministratoror

next higheradministrativesupervisoror asotherwiserequiredby law. Anyinstanceof reported or observed
hazingwhich includespossiblechild abuseor violations of statutes known to the staff member shall be

treatedin accordwith statutory requirementsandbe reportedto alaw enforcementagency.

A person who complainsor reports regarding hazing may complain or report directly to the school
administrator or to a professional staff member. The professional staff member receiving the
report/complaint shallretrieve sufficientdetail from the personto completethe form designatedfor such
purpose.At a minimum the report/complaint shallbe put in writing containingthe identifyinginformation
onthe complainantandsuchspecificityof names placesandtimesasto permitaninvestigatiornto be carried
out. Whena professionaktaff memberreceivesthe information, the staff memberwill transmitareport to
the schooladministratoror supervisingadministratornot later than the next schoolday following the day
the staff memberreceiveghe report/complaint.

Thereport/complaint will be investigatedby the schooladministratoror a supervisingadministrator.The
proceduredo be followed are:

1 Aninvestigationof the reportedincidentor activity shallbe madewithin ten (10) schooldayswhen
schoolisin sessioror within fifteen (15) daysduringwhichthe schoolofficesare openfor business
whenschoolis not in sessionExtenson of the time line may only be by necessityasdeterminedby
the Superintendent.

1 Theinvestigatorshallmeet with the personwho reported the incidentat or before the end of the
time periodandshalldiscusghe conclusion@ndactionsto be takenasaresultof the investigation.
Confidentialityof recordsand studentinformationshallbe observedn the processf makingsucha
report.
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1 Theinvestigatorshall prepare a written report of the findingsand a copy of the report shallbe
providedto the Superintendent.

Allviolationsof this policyshallbe treated in accordwith the appropriateproceduresandpenaltiesprovided
for in Districtpoliciesrelatedto the conductanddisciplineof students,staff, and others.

StudentViolence/Harassment/Intimidation/Bullying
Exhibit JIGE

The Governing Board of the Flowing Wells Unified School District believes it is the right of every student to
be educated in a positive, safe, caring, and respectful learning environméet Govering Board further
believes a school environment that is inclusive of these traits maximizes student achievement, fosters
student personal growth, and helps a student build a sense of community that promotes positive
participation as citizens in society.

To assist in achieving a school environment based on the beliefs of the Governing Board,
bullying,harassment, or intimidation in any form will not be tolerated.

Bullying Bullying may occur when a student or group of students engages in any form of bretietio
includes such acts as intimidation and/or harassment that

A. has the effect of physically harming a student, damaging a student's property, or placing a student
in reasonable fear of harm or damage to property,

B.is sufficiently severe, persistenor pervasive that the action, behavior, or threat creates an
intimidating,threatening, or abusive environment in the form of physical or emotional harm,

C.occurs when there is a real or perceived imbalance of power or strength, or
D.may constitute a vilation of law.

Bullying of a student or group of students can be manifested through written, verbal, physical, or emotional
means and may occur in a variety of forms including, but not limited to

A. verbal, written/printed or graphic exposure to derogayjocomments, extortion, exploitation, name
calling, orumor spreading either directly through another person or group or through cyberbullying,

B.exposure to social exclusion or ostracism,
C.physical contact including but not limited to pushing, hittikigking, shoving, or spitting, and
D.damage to or theft of personal property.

Cyberbullying Cyberbullying is, but not limited to, any act of bullying committed by use of electronic
technology or electronic communication devices, including telephdeiices, social networking and other
Internet communications, on school computers, networks, forums and mailing lists, or other Enstriet
property, and by means of an individual's personal electronic media and equipment.

Harassment Harassment is igntional behavior by a student or group of students that is disturbing or
threatening to another student or group of studentBitentional behaviors that characterize harassment
include, but are not limited to, stalking, hazing, social exclusion, narliegzalnwanted physical contact

and unwelcome verbal or written comments, photographs and graphizzassment may be related, but

not limited to, race, religious orientation, sexual orientation, cultural background, economic status, size or
personal apparance. Harassing behaviors can be direct or indirect and by use of social media.

Intimidatiornt Intimidation is intentional behavior by a student or group of students that places another
student or group of students in fear of harm of person or propergtimidation can be manifested
emotionally or physically, either directly or indirectly, and by use of social media.

Students are prohibited from bullyingarassment, or intimidation on school grounds, school property,
school buses, at school bus stopd, schoolsponsored events and activities, and through the use of
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electronic technology or electronic communication equipment on school computers, networks, forums, or
mailing lists.

Disciplinary action may result for bullyinfggrassment, or intimidatiomvhich occurs outside of the school

and the school day when such acts result in a substantial physical, mental, or emotional negative effect on
the victim, while on school grounds, school property, school buses, at school bus stops, or at school
sponsoredevents and activities, or when such act(s) interfere with the authority of the school system to
maintain order. All suspected violations of law will be reported to local law enforcement.

Students who believe they are experiencing being bullegdassed.or intimidated or suspect another
student is bulliedharassed, or intimidated should report their concern to any staff member of the School
District. School personnel are to maintain appropriate confidentiality of the reported information.

Reprisal by ay student directed toward a student or employee related to the reporting of a case or a
suspected case of bullyingarassment, or intimidation shall not be tolerated, and the individual(s) will be
subject to the disciplines set out in applicable Disfpiglicies and administrative regulations.

Students found to be bullyinparassing, or intimidating others will be disciplined up to and including
suspension or expulsion from school.

Knowingly submitting a false report under Policy JICK or this exhillisabgect the student to discipline up
to and including suspension or expulsioihere disciplinary action is necessary pursuant to any part of
Policy JICK or this exhibit, relevant District policies shall be followed.

Law enforcement authorities shalenotified any time District officials have a reasonable belief that an
incidence of bullyingharassment, or intimidation is a violation of the law.
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