SUBSTITUTE
HANDBOOK

2023 - 2024




Accessibility ... 1 Reporting Crime .......oooviiiieiee e 13
Introduction............................................ 2 Alcohol- and Drug-Abuse Prevention............................... 14
Substitute Employee Hiring Requirements....................... 2 Drug-Free Workplace Requirements................................ 14
General Information ..................................................... 2 Communicable Disease Mitigation Measures ................... 14
A. Fingerprint ProCess .............cccoeiieiiiiiiiiiiiiiiieieeeeeee 2 Mandatory Training ........ccooeeeeiiiiiiiicieee e 14
B. Vector Solutions (Formerly Safe Schools) ....................... 2 Tobacco Products and E-Cigarette Use ............................ 14
C. Name/Address/Email Change ...............cccccovvvveeeenne... 2 Employee Arrests and Convictions ....................oooovvvvennn.. 14
D. Substitute Report Times per Campus Level .................... 2 Criminal History Background Checks............................... 14
E. Pay Information ............cccooeiiiiiiiiiiiiiieee e 2 Identification Badges .........cccoooeeiiiiiiiiiiiiieieeee 15
F. Employee Benefits ... 4 Possession of Firearms and Weapons...................cccccc...... 15
G. Creditable Experience.............ccccoeeieeiiiiiiiiiiiiiieaeeeee 4 Visitors in the Workplace...........coooooeiiiiiiiiiiiieicie 15
H. Dress Code......oooomiiiiiieeee e 4 Copyrighted Materials..............cccccooeiiiiiiiieee 15
. Private Gain or Advertising ............ccooviiiiiiiieii, 4 Electronic Media, Communications Systems, and
J. Recertification of Employment Authorization................... 4 TechnologyResources ..........................c......cccciiiii.. 15
Duties and Responsibilities of the Substitute................... 4 Acceptable Use Guidelines ................ccccviiieeeii 15
A. Daily Schedule and RoUtine ...............coccoovioeeeeeeen.. 4 OVEIVIEW ... 15
B. LESSON PIans - oo 5 Internet Filter. .. ... 15
C. DISCIPING. oo 5 EMail. .o 15
D. Attendance ACCOUNtING .......eoveoveeee oo, 5 Electronic Storage............ueeeeieeiiiiiiiieeee e 16
E. Student lliness or ACCIAENt - .ooooooreee 5 Network Behavior.............coooiiiiiiiiiiiiiiieeeec 16
F. Emergency Operations Procedures.................ccoocveve..... 5 Inappropriate USe .............oeeeiiiiiiiiiiiiiieeee e 16
G EXEa DULIES ..o 5 Inappropriate Language ..o 16
H. Professional Ethics ............ooooiiieiiie e 5 Commercial Use ............ccoooiiiiiiiiiiii 16
|. Elementary & Secondary School Practices....................... 6 Vandalism/Mischief .............coooiiiiiiiiie 16
J. Safety and SECUMIY ......oov oot 6 SECUIMLY ..o 16
K. General Safety and Security Procedures ........................ 6 Transmitting/Storing/Accessing Confidential Information..16
Responsibilities of the School and Employee to the Modification of Computer..............ccccoeeeiiiiiiiiiiiiieeeee 17
Substitute ... 6 Electronic Recording ..........cooeeieiiiiiiiiiiiiieeeeee, 17
A. Responsibility of the School and Employee.................... 6 Electronic Media & Communications............................... 17
Additional Information ... 6 Electronic Media Use and Communications Between
AL SCREAUIE ..o 6 Employees, Students, and Parents....................ccocoon 17
B. Availability ... 6 Personal Use of Electronic Communications ..................... 18
C. Long-Term Pay RAte .........c.oovoeoeeeeeeeeee e 7 Public Information on Private Devices .............................. 18
D. ASSISEANCE ...t 7 Safety and Security...........c.cooiiiii 18
E. Substitute Evaluation ............................ 7 CISD Safety Procedures ... 19
F. Employment and Termination .............ccoocvoveeeeeeeeee... 7  Conroe ISD Campus Directory................................ 22
G. The Letter of Reasonable Assurance of Continued Conroe ISD Campus Locations ....................................... 24
Employment........ooooi 7 PayrollDates......................................................... 25
Policiesand Standards.................................. 7 TRSNOLICE ... 25
Employee Conductand Welfare ..., 8 Definition of Substitute ..................ccoooiiiiieini 25
Texas Educators’ Code of Ethics...............vveeeiiiii, 8 Definition of VacanCy..........cccooeeeiiiiiiiiiiiiiieeeeeiiii 25
Texas Educators’ Code of Ethics..........c..ccooeiiiiiiiiiiinn, 8 Combined One-Half Time Employment and Substitute
District INVESHIGAtIONS ........eveeeeoeeeee e, 9 SEIVICE ..o 25
Fraud and Ethics Violations...............ccccooooiiiiii 9 One-Half Time Employment Only.................. 25
Discrimination, Harassment, and Retaliation ...................... 9 Members Should Contact TRS Directly.................c.......... 25
Harassment of Students ................ccviiiiiereeei. 11 Conroe ISD 2023-2024 School Calendar........................ 26
Sexual Abuse and Maltreatment of Children..................... 13
Reporting Suspected Child Abuse ..................oooovnnn.. 13



Accessibility

Conroe ISD is committed to providing access to all individuals, including those with disabilities, seeking
information on our website. If you use assistive technology (such as a screen reader, eye tracking device, voice
recognition software, etc.) and are experiencing difficulty accessing information on this document, please
contact the Director of Communications at:

3205 W. Davis
Conroe, Texas 77304
(936) 709-7752

Conroe ISD Website

The Conroe Independent School District (District) as an equal opportunity educational provider and employer does not discriminate on the basis of race, col or,
national origin, sex, religion, age, or disability in educational programs or activities that it operates or in employment matters. The District is required by Title
VI and Title VII of the Civil Rights Act of 1964, as amended, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 1975, as amended,
Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act, as well as Board policy not to discriminate in such a manner.

For information about Title IX rights or Section 504/ADA rights, contact the Title IX Coordinator or the Section 504/ADA coordinator at
3205 W. Davis, Conroe, Texas 77304; (936) 709-7752.
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Introduction

The purpose of this handbook is to provide information that will
help with questions and pave the way for a successful year. Not all
District policies and procedures are included. Those that are have
been summarized. Suggestions for additions and improvements
to this handbook are welcome and may be sent to the Human
Resources Department.

This handbook is neither a contract nor a substitute for the official
District policy manual, nor is it intended to alter the at-will status
of noncontract employees in any way. Rather, it is a guide to and
a brief explanation of District policies and procedures related to
employment. These policies and procedures can change at any
time; these changes shall supersede any handbook provisions
that are not compatible with the change. For more information,
employees may refer to the policy codes that are associated

with handbook topics, confer with their supervisor, or call the
appropriate District office. Policy manuals can be accessed
through the CISD homepage at www.conroeisd.net or in the CISD
Legal Office in the Dr. Deane L. Sadler Administration/Technology
Building during normal working hours.

Substitute Employee Hiring Requirements
Substitute Teacher (Certified) — Must meet all requirements
listed:

e Valid Texas teaching certificate (Standard/Provisional only)

e College transcript (unofficial or official) showing a Bachelor’s
degree or appropriate/applicable education conferred from an
accredited college/university. Transcripts must include hours
earned per course.

e Foreign degree requires a transcript evaluation; evaluation
must include hours earned per course.

Substitute Teacher (Non-Certified) — Must meet all
requirements listed:

e College transcript (unofficial or official) showing an Associate’s
degree or a minimum of 60 earned hours conferred from an
accredited school. Transcripts must include hours earned per
course.

* Foreign degree requires a transcript evaluation; evaluation
must include hours earned per course.

Substitute Paraprofessional/Aide -
e High school diploma or GED

Substitute RN Nurse — Must meet all requirements listed:

e College transcript (unofficial or official) showing an Associate’s
degree or higher, or a minimum of 60 earned hours conferred
from an accredited college/university. Transcripts must include
hours earned per course.

e Permanent unencumbered Texas RN license

e Current CPR/AED certification from American Red Cross,
American Heart Association, American Safety & Health
Institute (ASHI), National Safety Council (NSC), or MEDIC First
Aid

e Minimum 2 years of registered nursing experience

¢ Actively practiced registered nursing in the last 4 years

e Must submit letter of interest and resume to brobertson@
conroeisd.net before applying
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Substitute LVN Nurse — Must meet all requirements listed:

e High school diploma or GED certificate

e Permanent unencumbered Texas LVN license

e Current CPR/AED certification from American Red Cross,
American Heart Association, American Safety & Health
Institute (ASHI), National Safety Council (NSC), or MEDIC First
Aid

e Minimum 2 years of licensed vocational nursing experience

e Actively practiced licensed vocational nursing in the last 4 years

e Must submit letter of interest and resume to brobertson@
conroeisd.net before applying

Child Nutrition - Cafeteria Substitutes: —
¢ High school diploma or GED

These documents must be on file in the Substitute Office prior to
beginning substitute duties.

If you are currently an employee of the district or have recently
separated employment, you will not be eligible for hire in

any capacity, including as a part-time substitute employee,
until the month following the issuance of your last paycheck.
(TRS annuitants may require and extra 30 days for Payroll
requirements.)

General Information

A. Fingerprint Process

All substitute employees are required to be fingerprinted in
accordance with Senate Bill 9, known as the “Fingerprinting
Bill”. Applicants are required to pay the cost (approx. $50) and
complete the fingerprint process before they can be hired.

B. Vector Solutions (Formerly Safe Schools)

All substitutes must complete the required courses on the
Vector Solutions app via the CISD SSO each year. Existing
Substitutes must complete courses by the annual deadline
of the last Friday in October. All new hire substitutes must
complete training within 60 days of hire. Log in using your
Employee Identification Number (EIN); no password is
required.

C. Name/Address/Email Change

It is the employee’s responsibility to notify the Human
Resources Department of address, name or personal email
changes. Employees should make address and personal email
changes through the Employee Access Center on the District’s
SSO portal. The name change form can also be found on the
District’s Human Resources website.

D. Substitute Report Times per Campus Level

Substitutes should always confirm their start/end times in their
Frontline assignment for any campus modifications.

e Senior High........... 6:50 a.m. —2:50 p.m.
e Junior High............ 8:15a.m.—4:15 p.m.
e Intermediate......... 8:15a.m. - 4:15 p.m.
e Elementary............ 7:30a.m. - 3:30 p.m.

E. Pay Information
Substitutes are paid for a full day or a half day (half the full day
rate). Conroe ISD does not pay an hourly rate to substitutes.
If you are unsure of the rate of pay for an assighment, please
contact the campus for clarification.
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Tuesday/
Wednesday/
Thursday

Substitute Pay Rates Monday/

Friday

By Substitute Classification

Texas Certified Teacher Substitute

Substitutes must submit verification of ~ *125/day $115/day
current and valid TEA certification

Non-certified Teacher Substitute

Substitutes unable to verify TEA

certification will receive noncertified *115/day *105/day
pay if they are able to verify at least 60

earned college credit hours.

Long-Term* TEA Certified

Teacher Substitute s s

TEA certified substitutes may be called 150/day 140/day
for long- term substitute assignments.

Long-Term* Non-Certified

Teacher Substitute

In the event that a TEA certified p ¢
substitute cannot be obtained for a 140/day 130/day
long-term position, a non- certified

substitute may be called.

Substitute RN Nurse $130/day $120/day
Long-Term RN Nurse Substitute 155 $145
Substitute LVN Nurse 95 85
Substitute Aide (Paraprofessional) $80/day 80/day
Long-Term: Substitute Aide $

(Paraprofessional) 85/day $85/day
Certified Teacher-Tutor $95/day 95/day
Non-Certified Teacher-Tutor $85/day *85/day
Long-Term: Certified Teacher-Tutor $120/day $120/day
Long-Term: Non-Certified s s
Teacher-Tutor 110/day 110/day
Cafeteria Substitute-Child Nutrition $55/day $55/day

* Long-term rates start at 10 or more
consecutive days in the same assignment.

Mandatory Deductions

Federal Income Tax, Medicare Tax of 1.45%, and effective

July 1, 1991, Social Security of 6.2% must be deducted from
each substitute check. Effective January 1, 1994, instead of
paying into Social Security, you will contribute 6.2% of your
pay through a before-tax payroll deduction, and the District
will make a contribution equal to 1.3% of your pay to a 457(b)
FICA Alternative Plan.

Employees are required to participate in the District’s 457(b)
FICA Alternative Plan (the Plan) if they meet one of the
following eligibility requirements:

e Part-time (18.75 hours or less per week)

¢ Seasonal (five months or less per year)

e Temporary (contract year of two years or less in duration)

¢ Not covered by TRS in a position otherwise covered by TRS

Employees contribute 6.2% of their gross earnings to the Plan,
pre-tax, and the District contributes 1.3%. The 457(b) FICA
Alternative Plan satisfies the Omnibus Budget Reconciliation
Act of 1990 (OBRA 90) that mandates employees of public
agencies, including school districts that are not members of the
employer’s existing retirement system as of January 1, 1992, to
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be covered under Social Security or a qualifying alternate plan.
The Plan provides substantial cost savings compared to Social
Security. Distributions from the account can be requested for
any of the following reasons:

¢ Termination of employment

e Permanent and total disability

e Death

e Retirement

e Age70%

¢ Changed employment status to a position covered by another
retirement system, such as TRS (waiting period may apply)

e If there have not been any contributions to the account for

two (2) years and the account balance is less than $5,000, a
distribution may also be available.

Account balances, distribution requests, and beneficiary
designations are available online at Region 10 RAMS. For other
questions or information about the Plan, please contact TCG
Administrators by phone at 800-943-9179 or by email at 457@

tcgservices.com.

Surcharges and Fees

Please contact TRS or the appropriate retirement program with
any questions regarding how surcharges are calculated.

Direct Deposit

All District employees are required to authorize the District

to initiate credit entries directly to their financial institution
account(s) for making payroll deposit. The authorization will also
permit the District to make debit entries and adjustments for
credit entries made in error to employee-designated accounts.
This structure helps the District pay its employees faster and
more accurately. Direct Deposit information must be added,
verified, and/or changed in the Employee Access Center.
Instructions are available on the CISD Substitute webpage under
Helpful Resources (www.conroeisd.net > careers > substitutes

> Helpful Resources > Pay Related: Paychecks, W2 Info, Direct
Deposit.) Allow a minimum of two weeks for changes to take
effect. You may contact the Payroll Department for more
information about the automatic payroll deposit service.

Employees are responsible for notifying the Payroll Department,
in writing, at least 10 business days before a scheduled pay day
of any changes in the employee’s banking status. If the change
constitutes the closing of a currently designated account,

an alternate account must be specified. If funds cannot be
deposited in an account and are returned by the bank for any
reason, a replacement check will not be issued until the funds
are credited back to the District’s bank account. Additionally, a
$20.00 replacement fee may be applied. The employee must
pick up the replacement check from the Finance Office and
provide a new, valid direct deposit form.

Overpayments

Employees are not entitled to any funds the District overpays.
An agreement between an employee and the District must be
in place in order to deduct any overpayment from one or more
paychecks if an overpayment occurs.

Questions regarding pay checks, direct deposit or payroll related
issues should be directed to the Payroll Department at 936-709-
7722 or payroll@conroeisd.net. When making inquiries to the
Payroll Department, substitutes must know their EIN and the
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name of the employee for whom they have substituted. The
substitute’s pay is reported in accordance with the Conroe ISD
Payroll Schedule.

Employee Benefits
Group Health Coverage

Conroe ISD offers group health coverage to substitutes through
a self-insured plan. If you are a new substitute, you must enroll
in or decline medical coverage within 31 calendar days of your
date of hire. If you are a returning substitute, you must enroll

in or decline medical coverage during the annual enroliment
period. Beginning September 1, 2023, substitutes must work

a minimum of six full work days per month to maintain
eligibility. More information regarding minimum work days
required to maintain benefits eligibility is available on the

CISD Substitute webpage under Helpful Resources (www.
conroeisd.net > careers > substitutes > Helpful Resources>
Benefits Information.) If you decline coverage, you cannot enroll
again until the next plan year unless you experience a special
enrollment event, such as marriage, divorce, birth, death,

or loss of other coverage. If you lose coverage as a result of

not working the required days in a month, you cannot enroll
again until the next plan year. If you elect to enroll, you will be
responsible for the full premium, and you must submit payment
for one calendar month immediately upon completion of your
enrollment. Premiums for subsequent months must be received
by the 20th day of each preceding month (i.e. November
premium due by October 20). All premiums must be sent to the
District’s third-party administrator. If you fail to timely pay the
monthly premiums, the District will proceed with the coverage
cancellation process. Your coverage may also be cancelled if you
lose eligibility for the District’s plan. A substitute who is enrolled
in the District’s health plan and who is then removed from the
substitute roster becomes ineligible for health coverage. Notice
will be provided regarding continuation coverage under COBRA
(if eligible). Cancellation due to non-payment is considered a
voluntary drop; therefore, you would not be eligible for COBRA.

Please refer to the Employee Benefits Guide for Substitute, Part-
Time, and Temporary Employees for additional information
about group health coverage.

Voluntary Deferred Compensation and Annuities

The District makes available to all employees, including fulltime,
part-time, and substitutes, voluntary 403(b) and 457(b) plans.
The 403(b) plans allow employees to save a portion of their
income for retirement without paying tax on the contributions
until they are withdrawn from the plan. The 457(b) is another
option to help employees save for retirement and can lower
current taxes or earn tax-free income. Maximum deferral
amounts are set by the IRS for each calendar year, and
deferrals may not exceed 100 percent of an employee’s wages.
Establishment of these accounts and changes in contribution
amounts may be made at any time.

Additional information about the provisions and options for
these plans is available in a separate booklet entitled, Employee
Benefits Guide for Substitute, Part-Time, and Temporary
Employees and online at Conroe ISD Human Resources website.
You may also contact First Financial Administrators, Inc. at 800-
523-8423 or visit the First Financial Administrators, Inc. website
for more information.

Note: Conroe ISD does not hire or contract with any financial
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agent other than First Financial Administrators, Inc. No
financial agent “representing” Conroe ISD will ever call you

at home or send you an email. Further, agents are prohibited
from soliciting or conducting business on District property.
Because investment strategies are a personal decision that
each employee should investigate on his/her own, Conroe ISD
makes no recommendation or approval of individual 403(b)
plans, their sales representatives, agents, or financial advisors.

G. Creditable Experience

To be able to buy into Teacher Retirement System (TRS) using
substitute teaching experience, the substitute must have taught
full-time days (no part-time) for a total of at least 90 days during
each school year.

Texas certified teachers who substitute 90 or more full-

time equivalent days during the school year may apply for a
creditable year of service. Requests may be submitted to the
Human Resources Department on the Credential Request form.

H. Dress Code

J.

Substitutes should dress professionally and wear appropriate
footwear while working as an educator. Visible body piercing
or body art should not be distracting for students or the
professional community. Campus administrators may decide
suitability. Please reach out to the campus prior to your
assignment if you have concerns.

Private Gain or Advertising

Substitutes are not permitted to use their positions to advertise
any services, consultancies, products, etc., in any medium
(electronic, print, visual, or oral) to or through students.
Violation of this rule can be cause for removal from the District
substitute list. If you have any questions about this rule, please
contact the Substitute Office for clarification.

Recertification of Employment Authorization

Policy DC
At the time of hire, all employees must complete the
Employment Eligibility Verification Form (Form 1-9) and present
documents to verify identity and employment authorization.
Employees whose immigration status, employment
authorization, or employment authorization documents have
expired must present new documents that show current
employment authorization. Employees should file the necessary
application or petition sufficiently in advance to ensure that
they maintain continuous employment authorization or
valid employment authorization documents. Contact Human
Resources if you have any questions regarding reverification
of employment authorization. Failure to verify employment
authorization may result in termination.

Duties and Responsibilities of the Substitute

A

. Daily Schedule and Routine

The District’s expectation is that all substitutes fulfill a minimum
of three full days of substitute assignments each academic
semester, or six full days in total of substitute assignments by
April 30 of each school year. Failure to meet this expectation
may result in employment separation at the conclusion of the
academic year.

e Substitutes should arrive early and park in the designated
parking area and report directly to the front office prior
to the start time of the assignment to sign in. You should
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receive the schedule for the day, attendance procedures,
safety and security procedures and any other special
instructions for the assignment.

¢ |f the need arises, a substitute may be asked to work in
another assignment during the teacher’s conference period.
A substitute does not require a conference period.

e Substitutes should not collect money from students under any
circumstances. Money should not be left in the classroom.

e New textbooks and workbooks should be issued only by the
regular employee. The substitute should leave the classroom
in the same condition in which it was found.

¢ At the end time of the assignment, the substitute should
check with the campus office before leaving.

e The substitute should consult with a campus administrator
before initiating any teaching or other procedures not
specified in the lesson plans.

e The provided substitute folder should include the lesson
plans for each day, the class roster and/or seating chart,
campus safety procedures, the daily schedule, and
instructions on lunchroom procedures/policies. It should
be returned to the building designee or any other place
designated by the employee.

Lesson Plans

Lesson plans and any other materials left for the day are
obtained from the building designee. These plans should be
studied carefully, and any questions concerning the plans should
be referred to the team leader or department chairperson.
Lesson plans should be followed as closely as possible by the
substitute. Written work should not be graded unless requested
by the regular classroom teacher.

Discipline

The substitute is expected to maintain a level of discipline in the
classroom which is conducive to learning. A well organized and
skillfully conducted class will have fewer discipline problems.
Your physical presence and tone of voice set the tone for
student response. A positive attitude will demonstrate mutual
respect. Consider the following:

e Start the day in the manner in which you wish to continue.

¢ Know what lessons you will present, at what time you will
present them, and the method you will use.

e Observe carefully prescheduled routines (homeroom,
breaks, and lunches, etc.).

e Avoid threats, yet be firm.

e Strive for consistency and fairness.

e Stand when presenting a lesson.

e Speak loudly enough to be heard, but softly enough to
command attention.

e Correction should be constructive.

e Never, under any circumstances, should a substitute punish a
whole class for the misbehavior of a few students.

e Never humiliate or embarrass a child in front of peers.
Reprimands should be private whenever possible.

e When individual students cause behavior problems which
are disruptive and cannot be handled by the substitute,
seek assistance. If necessary, request an administrator to
come to the classroom. The substitute should never leave a
student(s) unattended.
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¢ The use of corporal punishment is prohibited in any
circumstance. That is, the substitute may not put their hands
on a student at any time, for any reason.

¢ Adhere to established classroom rules and procedures.

¢ State the procedure for bathroom breaks during instruction
time, but never deny access to the bathroom altogether.

¢ |f a student indicates that they are going to hurt themselves
or hurt someone else, notify an administrator as soon as
possible, and prior to the student leaving supervision.

D. Attendance Accounting

The substitute will be informed by the building designee when
and how the attendance should be checked. The procedure may
vary according to the school. Do not allow students to check
attendance.

E. Student lliness or Accident

If a student becomes ill while at school or has an accident, the
student should be sent to the school nurse’s office. In a case of
serious accident or injury, the school nurse or an administrator
should be sent for immediately. Under no circumstances should
a substitute administer medical treatment, including medication
to a student. If a student states that they need to go to the
nurse, the substitute should allow the student to go to the
nurse’s office.

F. Emergency Operations Procedures

Policies CKC, CKD

All employees should read and be familiar with the safety
procedures for responding to a medical emergency and the
evacuation diagrams posted in their work areas. Emergency
drills will be conducted to familiarize employees and students
with safety and evacuation procedures. Each campus is
equipped with an automatic external defibrillator (AED). Fire
extinguishers are located throughout all District buildings.
Employees should know the location of these devices and
procedures for their use.

G. Extra Duties

The substitute may be expected to fulfill all extra duties that
have been assigned to the regular employee. These duties may
include bus duty, lunch and hall duty, or other special duties
assigned by the principal.

H. Professional Ethics

The substitute has a professional obligation.

¢ The substitute should use extreme caution in expressing
personal reactions and opinions about what is seen and
heard in the classrooms of the various schools.

e The substitute should dignify the profession by maintaining
an attitude of cooperation with associates, respecting
the authority of those in administrative positions, and by
maintaining high standards of loyalty and service.

e There should be no cursing in the classroom or school.

¢ The school exists for the student. The first obligation of the
substitute is to the student.

e Agreements to work should be made and kept in a prompt
and business-like manner. There are times when it will be
necessary to cancel an assignment, but these times should
be rare and for urgent reasons only.

e Under no circumstances should a substitute criticize a
student or the regular employee in the presence of other
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students or employees.

e The substitute must avoid comparing one school with
another, or comparing the children in one neighborhood
with those in another.

e Substitutes are expected to willingly perform assigned and
expected duties while employed and, if the need arises,
change to different assignments within the campus.

e Substitutes should never accept or request contact
information, including social media requests from a
student. Complaints, comments, and/or questions should
be directed to the building principal.

I. Elementary & Secondary School Practices

The following practices are expected of the substitute in the
elementary and secondary schools of Conroe ISD:

¢ During the school day, doors should be locked at all times,
including all building perimeter, interior classroom, and
free-standing structures such as field houses and portable
building doors;

o All exits from the building and classrooms (including exit
windows) must be kept clear for egress.

e Cell phones should not interfere with instruction and at some
campus levels are not allowed. Verify the campus policy.

e Protect and safeguard all equipment, school property, or
personal items. Do not allow students to use, or have access
to, items not specified in the lesson plans.

e Be punctual in every capacity (arriving to and from lunch and
conference periods, checking attendance, etc.).

e Students should never arrive in the room ahead of you. You
should be there to greet them when they arrive.

e Stand at the door during every class change, observing both
the hallway and the classroom.

Check the room when first entering, after every class change,
and before leaving. The room should be left neat, clean, and
orderly.

¢ Do not rearrange classrooms.
e Keep students away from windows and draperies.

e Protect and safeguard all personal items, equipment, and
other personal property.

e Practice energy conservation. Turn off lights and appropriate
electrical equipment before leaving the room at any time.

e Receive and dismiss students in an orderly fashion.
e Follow the lesson plans.

e The teacher’s gradebook, lesson plan book, seating charts,
textbook records, and attendance roll sheets are all very
valuable documents. Know where they are at all times and
protect them.

e Use discretion and caution in issuing passes for the hall,
office, etc. Follow established campus procedures.

e Allow students to go to the restroom when necessary.
¢ Enforce all school rules without apology.
e Report any unusual happenings to the principal immediately.

¢ Do not leave your students in the room without supervision
at any time. If an emergency takes you from the room, ask
an employee in the classroom next to you to monitor your
students.

e Become familiar with the employee’s daily schedule, which
includes the amount of time for each subject, time to arrive in
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the cafeteria, specials classes, restroom, and dismissal times.

e Recess periods require alert supervision. Move among the
children in your charge to actively supervise. You cannot
supervise from one spot.

¢ No food or drinks shall be allowed in the classroom.

J. Safety and Security

The District has developed and promotes a comprehensive
program to ensure the safety and security of its employees,
students, and visitors. The safety and security program
includes written guidelines and procedures for responding

to emergencies and activities to help reduce the frequency

of accidents and injuries. See the Emergencies section for
additional information. To prevent or minimize injuries to
employees, coworkers, and students, and to protect and
conserve District equipment, employees must comply with the
following requirements:

e During the school day, doors should be locked at all times,
including all building perimeter, interior classroom, and
free-standing structures such as field houses and portable
building doors;

e Observe all safety rules;

e Keep work areas clean and orderly at all times;

¢ Immediately report all accidents to their supervisor; and

e Operate only equipment or machines for which they have
training and authorization.

e Employees must follow established protocols and response
to emergencies for each campus and department. Refer
to additional written security procedures specific to your
location and work area.

K. General Safety and Security Procedures

Please see Appendix A for the District’s General Safety and
Security Procedures.

Responsibilities of the School and Employee to
the Substitute

A. Responsibility of the School and Employee

Instructions should be provided for both the regular school
activities and other special events that may arise, safety
procedures and any other needed information such as lesson
plans, attendance procedures, seating charts, and any special
instructions. The school and employee should create an
atmosphere of helpfulness, understanding, and respect toward
the substitute.

Additional Information
A. Schedule

Substituting is a part-time job and no guarantees are given as

to how many days can be expected to work during the school
year. Substitutes are utilized when employees are absent,

and assignments are usually made on a daily basis. In some
instances, substitutes are required on a long-term basis to cover
an employee’s extended leave.

B. Availability

Substitutes may request specific schools or specific days.
Substitutes who are available and willing to accept varying
assignments will work most frequently.
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Long-Term Pay Rate

Long-term rates start at 10 or more consecutive days in the
same assignment. If there is a break in the consecutive days
worked in the long-term assignment, the substitute’s pay may
revert to the regular daily substitute pay rate.

Assistance

Substitutes should feel free to call upon grade level teachers,
team leaders, department chairpersons, assistant principals,
and principals for questions or problems regarding lesson
plans, schedules, discipline, policies, or school procedures. In
addition, the Substitute Office may be contacted for questions
or problems regarding the general substitute program.

Substitute Evaluation

While formal evaluations are not conducted for substitutes,
feedback regarding an individual’s performance is often
provided to the Substitute Office. At times, this feedback may
also be accompanied by a Substitute Exclusion, requesting that
the substitutes not be assigned to a particular site/location

in the future based on the event/incident(s) triggering the
feedback. Serious or repeated performance concerns may result
in separation of employment as a Substitute.

The following list of behaviors are considered unacceptable,
and could result in being placed on a given campus “exclusion”
list or separation of employment as a Substitute. It is
important to remember that the primary concerns driving
these requirements are the safety and security of the students
and staff, the smooth operation of the campus with minimal
impact or disruption to the overall educational process, and
the maintenance of an environment which nurtures individuals
and the educational process. Please note that this list is not
all-inclusive. Situations will be reviewed on an individual basis,
and appropriate determinations will be made based upon
consideration of all factors.

¢ Last-minute cancellation of job assignment(s)

e Failure to appear for an assignment or to notify the school
in advance of inability to fulfill commitment

e Tardiness

e Failure to follow lesson plans left by teacher

¢ Allowing students to watch television, videos, listen to
radios, play on cell phones, etc., if not directly related to the

instructional part of the lesson plan and pre-approved by
the teacher

Use of internet other than as specified in lesson plans
provided by the teacher

Failure to comply with administrator’s request to perform
assignments outside the classroom (i.e. lunch duty, bus
duty, etc.)

Eating in the classroom (outside of designated lunch break)

Leaving classes/students unattended

Inappropriate language/comments

Derogatory remarks made to students/others regarding the
school, students, or staff

Use of profanity or obscenities

Use of cell phone, personal computer, or hand-held game
device while in class

Misuse of school equipment/property for personal or
otherwise inappropriate reasons
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¢ Viewing or permitting students to access inappropriate
materials (i.e. reading materials, artwork, etc., which may
be considered offensive, inflammatory, pornographic, or
otherwise graphically inappropriate)

e Leaving campus without permission from an administrator

e Leaving assignment prior to conclusion; abandoning
classroom

e Taking students off-campus

e Singling out students for undue/non-instructional personal
attention

e Pressing one’s religious, political or moral beliefs on
students/staff members

e Distracting attire, including body piercing and body art

e Any other behavior which results in concerns regarding the
safety, security, or well-being of students and staff

F. Employment and Termination

All substitutes are part-time, non-contract, and employed on
an at-will basis. Substitutes are not guaranteed work at any
specific campus, grade level, or other location. The District or
principal has the right to deny access to specific grade levels,
teachers, campuses, and/or locations. Substitutes may resign
their position at any time, for any reason, or for no reason and
may be dismissed at any time, for any reason, or for no reason.
Not accepting substitute assignments online or by phone is
considered a resignation until you accept another substitute
assignment.

You may be terminated from employment as a Substitute for
poor performance or misconduct. In addition, you may be
terminated from employment as a Substitute for the following:

¢ Repeatedly turning down assignments, repeatedly
unavailable for calls, or frequently canceling assigned
positions

¢ Not accepting and fulfilling at least three days of substitute
assignments per semester or a total of six days of substitute
assignments by the last work day of April of the current
school year

¢ Refusal of three consecutive offers of work which will be
considered job abandonment

¢ Not completing the District-required Vector Solutions
mandatory training by the assigned deadline

¢ Not accepting the District Letter of Reasonable Assurance of
Continued Employment by the assigned deadline

If you are terminated as a substitute for any of these reasons,
you will not be eligible for rehire as a substitute for the following
school year.

G.The Letter of Reasonable Assurance of Continued
Employment

The Letter of Reasonable Assurance of Continued Employment is
required to be accepted during the spring semester to continue
working as a substitute for the following school year. Failure

to accept the letter by the due date is viewed as a resignation
and will result in separation as an employee. The letter will be
available electronically in the Employee Access Center.

Policies and Standards

All local, state, and federal policies and guidelines can be located on
the CISD website.
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Employee Conduct and Welfare
Standards of Conduct
Policy DH
All employees are expected to work together in a cooperative spirit
to serve the best interests of the District and to be courteous to
students, one another, and the public. Employees are expected to
observe the following standards of conduct:

e Recognize and respect the rights of students, parents, other
employees, and members of the community;
Maintain confidentiality in all matters relating to students and
coworkers;
Report to work according to the assigned schedule;

¢ Notify their immediate supervisor in advance or as early
as possible in the event that they must be absent or late.
Unauthorized absences, chronic absenteeism, tardiness, and
failure to follow procedures for reporting an absence may be
cause for disciplinary action up to and including termination;

¢ Know and comply with campus/department and District policies
and procedures;

Express concerns, complaints, or criticism through appropriate
channels;

Observe all safety rules and regulations, and immediately report
injuries or unsafe conditions to a supervisor; and

¢ Use District time, funds, and property for authorized District
business and activities only.

All District employees should perform their duties in accordance
with state and federal law, District policies and procedures, and
ethical standards. Violation of policies, procedures, or guidelines
may result in disciplinary action, including termination. Alleged
incidents of certain misconduct by educators, including having

a criminal record, must be reported to SBEC not later than the
seventh day after the Superintendent knew of the incident. The
Educators’ Code of Ethics, adopted by the State Board for Educator
Certification, to which all District employees must adhere, is
reprinted below:

Texas Educators’ Code of Ethics
Purpose and Scope

The Texas educator shall comply with standard practices and ethical
conduct toward students, professional colleagues, school officials,
parents, and members of the community and shall safeguard
academic freedom. The Texas educator, in maintaining the dignity
of the profession, shall respect and obey the law, demonstrate
personal integrity, and exemplify honesty and good moral
character. The Texas educator, in exemplifying ethical relations

with colleagues, shall extend just and equitable treatment to all
members of the profession. The Texas educator, in accepting a
position of public trust, shall measure success by the progress

of each student toward realization of his or her potential as an
effective citizen. The Texas educator, in fulfilling responsibilities in
the community, shall cooperate with parents and others to improve
the public schools of the community. (19 AC 247.1(b))

Texas Educators’ Code of Ethics
Enforceable Standards
1. Professional Ethical Conduct, Practices, and Performance

Standard 1.1 The educator shall not intentionally, knowingly,
or recklessly engage in deceptive practices regarding official
policies of the school district, educational institution, educator
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preparation program, the Texas Education Agency, or the State
Board for Educator Certification (SBEC) and its certification
process.

Standard 1.2 The educator shall not intentionally, knowingly,
or recklessly misappropriate, divert, or use monies, personnel,
property, or equipment committed to his or her charge for
personal gain or advantage.

Standard 1.3 The educator shall not submit fraudulent requests
for reimbursement, expenses, or pay.

Standard 1.4 The educator shall not use institutional or
professional privileges for personal or partisan advantage.

Standard 1.5 The educator shall neither accept nor offer
gratuities, gifts, or favors that impair professional judgment or
that are used to obtain special advantage. This standard shall not
restrict the acceptance of gifts or tokens offered and accepted
openly from students, parents of students, or other persons or
organizations in recognition or appreciation of service.

Standard 1.6 The educator shall not falsify records, or direct or
coerce others to do so.

Standard 1.7 The educator shall comply with state regulations,
written local school board policies, and other state and federal
laws.

Standard 1.8 The educator shall apply for, accept, offer, or
assign a position or a responsibility on the basis of professional
qualifications.

Standard 1.9 The educator shall not make threats of violence
against school district employees, school board members,
students, or parents of students.

Standard 1.10 The educator shall be of good moral character and
be worthy to instruct or supervise the youth of this state.

Standard 1.11 The educator shall not intentionally, knowingly, or
recklessly misrepresent his or her employment history, criminal
history, and/or disciplinary record when applying for subsequent
employment.

Standard 1.12 The educator shall refrain from the illegal use,
abuse, or distribution of controlled substances, prescription
drugs, and toxic inhalants.

Standard 1.13 The educator shall not be under the influence of
or consume alcoholic beverages on school property or during
school activities when students are present.

. Ethical Conduct toward Professional Colleagues

Standard 2.1 The educator shall not reveal confidential health or
personnel information concerning colleagues unless disclosure
serves lawful professional purposes or is required by law.

Standard 2.2 The educator shall not harm others by knowingly
making false statements about a colleague or the school system.

Standard 2.3 The educator shall adhere to written local school
board policies and state and federal laws regarding the hiring,
evaluation, and dismissal of personnel.

Standard 2.4 The educator shall not interfere with a colleague’s
exercise of political, professional, or citizenship rights and
responsibilities.

Standard 2.5 The educator shall not discriminate against or
coerce a colleague on the basis of race, color, religion, national
origin, age, gender, disability, family status, or sexual orientation.

Standard 2.6 The educator shall not use coercive means or
promise of special treatment in order to influence professional
decisions or colleagues.
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Standard 2.7 The educator shall not retaliate against any
individual who has filed a complaint with the SBEC or who
provides information for a disciplinary investigation or
proceeding under this chapter. Standard 2.8 The educator shall
not intentionally or knowingly subject a colleague to sexual
harassment.

Standard 2.8 The educator shall not intentionally or knowingly
subject a colleague to sexual harassment.

. Ethical Conduct toward Students

Standard 3.1 The educator shall not reveal confidential
information concerning students unless disclosure serves lawful
professional purposes or is required by law.

Standard 3.2 The educator shall not intentionally, knowingly or
recklessly treat a student or minor in a manner that adversely
affects the learning, physical health, mental health, or safety of
the student or minor.

Standard 3.3 The educator shall not intentionally, knowingly, or
recklessly misrepresent facts regarding a student.

Standard 3.4 The educator shall not exclude a student from
participation in a program, deny benefits to a student, or grant
an advantage to a student on the basis of race, color, gender,
disability, national origin, religion, family status, or sexual
orientation.

Standard 3.5 The educator shall not intentionally, knowingly, or
recklessly engage in physical mistreatment, neglect, or abuse of
a student or minor.

Standard 3.6 The educator shall not solicit or engage in sexual
conduct or a romantic relationship with a student or minor.

Standard 3.7 The educator shall not furnish alcohol or illegal/
unauthorized drugs to any person under 21 years of age unless
the educator is a parent or guardian of that child or knowingly
allow any person under 21 years of age unless the educator is

a parent or guardian of that child to consume alcohol or illegal/
unauthorized drugs in the presence of the educator.

Standard 3.8 The educator shall maintain appropriate
professional educator-student relationships and boundaries
based on a reasonably prudent educator standard.

Standard 3.9 The educator shall refrain from inappropriate
communication with a student or minor, including, but not
limited to, electronic communication such as cell phone, text
messaging, email, instant messaging, blogging, or other social
network communication. Factors that may be considered in
assessing whether the communication is inappropriate include,
but are not limited to:
(i) the nature, purpose, timing, and amount of the
communication;

(ii) the subject matter of the communication;

(iii) whether the communication was made openly or the
educator attempted to conceal the communication;

(iv) whether the communication could be reasonably
interpreted as soliciting sexual contact or a romantic
relationship;

(v) whether the communication was sexually explicit; and

(vi) whether the communication involved discussion(s) of
the physical or sexual attractiveness or the sexual history,
activities, preferences, or fantasies of either the educator
or the student.
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District Investigations

Policy DH

When the District investigates a complaint of misconduct, including
but not limited to complaints of student abuse or any type of
sexual harassment, it expects and requires the cooperation of all
employees, including the complainant, witnesses, and the accused.
During an investigation, the District may interview employees
privately and take oral and/or written statements from them.

Any employee who fails to cooperate with such an investigation

or to provide complete and truthful information may be subject

to disciplinary action up to and including termination from
employment.

Fraud and Ethics Violations

In order to improve CISD and to demonstrate a commitment to high
ethical standards, the District has selected EthicsPoint, a third- party
confidential hotline provider, to provide employees with a simple,
risk free way to anonymously and confidentially report activities that
may involve criminal, unethical, or otherwise inappropriate behavior
in violation of public law and/or Conroe ISD policies. Employees can
file a report online at Ethics Point, through a link under “Employees”
on the CISD website, or by dialing toll- free 1-866-294-9305. If you
choose to remain anonymous, the hotline provider will not request
identifying information, and their phone and computer systems do
not collect that type of information. The District guarantees that
reports submitted via the hotline will be handled promptly and
discreetly. No retaliatory action will be taken against anyone for
reporting or inquiring in good faith, or for seeking guidance on how
to deal with potential or suspected wrongdoing.

Discrimination, Harassment, and Retaliation

Policy DH, DIA

Employees shall not engage in prohibited harassment, including
sexual harassment, of other employees, unpaid interns, student
teachers, or students. While acting in the course of their
employment, employees shall not engage in prohibited harassment
of other persons including Board members, vendors, contractors,
volunteers, or parents. A substantiated charge of harassment will
result in disciplinary action up to and including termination.

Employees who believe they have been discriminated or retaliated
against or harassed are encouraged to promptly report such
incidents to the campus principal, supervisor, or appropriate District
official. If the campus principal, supervisor, or District official is the
subject of a complaint, the complaint should be made directly to
the Superintendent. A complaint against the Superintendent may
be made directly to the Board.

Any District employee who believes that he or she has experienced
prohibited conduct based on sex, including sexual harassment, or
believes that another employee has experienced such prohibited
conduct, should immediately report the alleged acts. The employee
may report the alleged acts to his or her supervisor, the campus
principal, the Title IX coordinator, or to the Superintendent. The
District’s Title IX coordinator’s name and contact information is
listed below.

The District’s policy that includes definitions and procedures
for reporting and investigating discrimination, harassment, and
retaliation is reprinted below:

Statement of Nondiscrimination. The District prohibits
discrimination, including harassment, against any employee on
the basis of race, color, religion, sex, gender, national origin, age,
disability, or any other basis prohibited by law. Retaliation against
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anyone involved in the complaint process is a violation of District
policy.

Discrimination. Discrimination against an employee is defined
as conduct directed at an employee on the basis of race, color,
religion, sex, gender, national origin, age, disability, or any other
basis prohibited by law, that adversely affects the employee’s
employment.

Harassment. Prohibited harassment of an employee is defined
as physical, verbal, or nonverbal conduct based on an employee’s
race, color, religion, sex, gender, national origin, age, disability, or
any other basis prohibited by law, when the conduct is so severe,
persistent, or pervasive that the conduct:

¢ Has the purpose or effect of unreasonably interfering with the
employee’s work performance;

¢ Creates an intimidating, threatening, hostile, or offensive work
environment; or

e Otherwise adversely affects the employee’s performance,
environment, or employment opportunities.

Examples: Examples of prohibited harassment may include offensive
or derogatory language directed at another person’s religious
beliefs or practices, accent, skin color, gender identity, or need for
workplace accommodation; threatening or intimidating conduct;
offensive jokes, name calling, slurs, or rumors; physical aggression
or assault; display of graffiti or printed material promoting racial,
ethnic, or other stereotypes; or other types of aggrieve conduct such
as theft or damage to property.

Sexual Harassment. Sexual harassment is a form of sex
discrimination defined as unwelcome sexual advances, requests
for sexual favors, sexually motivated physical, verbal, or nonverbal
conduct, or other conduct or communication of a sexual nature
when:

e Submission to the conduct is either explicitly or implicitly a
condition of an employee’s employment, or when submission
to or rejection of the conduct is the basis for an employment
action affecting the employee; or

¢ The conduct is so severe, persistent, or pervasive that it has
the purpose or effect of unreasonably interfering with the
employee’s work performance or creates an intimidating,
threatening, hostile, or offensive work environment.

Examples: Examples of sexual harassment may include sexual
advances, touching intimate body parts, coercing or forcing a sexual
act on another, jokes, or conversations of a sexual nature, and other
sexually motivated conduct, communication, or contact.

Retaliation. The District prohibits retaliation against an employee
or student who makes a claim alleging to have experienced
discrimination or harassment, or another employee who, in good
faith, makes a report, serves as a witness, or otherwise participates
in an investigation.

An employee who intentionally makes a false claim, offers false
statements, or refuses to cooperate with a District investigation
regarding harassment or discrimination is subject to appropriate
discipline.

Examples: Examples of retaliation may include termination, refusal
to hire, demotion, and denial of promotion. Retaliation may

also include threats, unjustified negative evaluations, unjustified
negative references, or increased surveillance.

Prohibited Conduct. In this policy, the term “prohibited conduct”
includes discrimination, harassment, and retaliation as defined
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by this policy, even if the behavior does not rise to the level of
unlawful conduct.

Reporting Procedures. An employee who believes that he or

she has experienced prohibited conduct or believes that another
employee or student has experienced prohibited conduct should
immediately report the alleged acts. The employee or student may
report the alleged acts to his or her supervisor or campus principal.

Alternatively, the employee or student may report the alleged acts
to one of the District officials below.

Definition of District Officials. For the purposes of this policy,
District officials are the Title IX Coordinator, the ADA/Section 504
Coordinator, and the Superintendent.

Title IX Coordinator. Reports of discrimination based on sex,
including sexual harassment, may be directed to the Title IX
Coordinator. The District designates the following person to
coordinate its efforts to comply with Title IX of the Education
Amendments of 1972, as amended:

Name: Dr.Jamie Bone
Position: Assistant Director of Human Resources
Address: 3205 W. Davis, Conroe, TX 77304
Telephone: (936) 709-7752
Email: TitleIX@conroeisd.net

ADA/Section 504 Coordinator. Reports of discrimination based
on disability may be directed to the ADA/ Section 504 Coordinator.
The District designates the following person to coordinate its efforts
to comply with Title Il of the Americans with Disabilities Act of
1990, which incorporates and expands upon the requirements of
Section 504 of the Rehabilitation Act of 1973:

Name: Dr. Kendra Wiggins
Position: Director of Special Education
Address: 3205 W. Davis, Conroe, TX 77304
Telephone: (936) 709-7752

Superintendent. The Superintendent shall serve as coordinator
for purposes of District compliance with all other antidiscrimination
laws.

Alternative Reporting Procedures. An employee shall not

be required to report prohibited conduct to the person alleged

to have committed it. Reports concerning prohibited conduct,
including reports against the Title IX coordinator or ADA/Section
504 Coordinator, may be directed to the Superintendent. A report
against the Superintendent may be made directly to the Board. If
a report is made directly to the Board, the Board shall appoint an
appropriate person to conduct an investigation.

Timely Reporting. Reports of prohibited conduct shall be made as
soon as possible after the alleged act or knowledge of the alleged
act. A failure to promptly report may impair the District’s ability to
investigate and address the prohibited conduct.

Notice of Report. Any District supervisor who receives a report of
prohibited conduct shall immediately notify the appropriate District
official listed above and take any other steps required by this policy.

Investigation of the Report. The District may request, but shall
not insist upon, a written report. If a report is made orally, the
District official shall reduce the report to written form. Upon receipt
or notice of a report, the District official shall determine whether
the allegations, if proven, would constitute prohibited conduct as
defined by this policy. If so, the District official shall immediately
authorize or undertake an investigation, regardless of whether a
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criminal or regulatory investigation regarding the same or similar
allegations is pending. If appropriate, the District shall promptly
take interim action calculated to prevent prohibited conduct during
the course of an investigation.

The investigation may be conducted by the District official or

a designee, such as the campus principal, or by a third party
designated by the District, such as an attorney. When appropriate,
the campus principal or supervisor shall be involved in or informed
of the investigation. The investigation may consist of personal
interviews with the person making the report, the person against
whom the report is filed, and others with knowledge of the
circumstances surrounding the allegations. The investigation may
also include analysis of other information or documents related to
the allegations.

Concluding the Investigation. Absent extenuating circumstances,
the investigation should be completed within 10 District business
days from the date of the report; however, the investigator

shall take additional time if necessary to complete a thorough
investigation. The investigator shall prepare a written report of

the investigation. The report shall be filed with the District official
overseeing the investigation.

District Action. If the results of an investigation indicate that
prohibited conduct occurred, the District shall promptly respond
by taking appropriate disciplinary or corrective action reasonably
calculated to address the conduct. The District may take action
based on the results of an investigation, even if the conduct did not
rise to the level of prohibited or unlawful conduct.

Confidentiality. To the greatest extent possible, the District shall
respect the privacy of the complainant, persons against whom a
report is filed, and witnesses. Limited disclosures may be necessary
in order to conduct a thorough investigation and comply with
applicable law.

Appeal. A complainant who is dissatisfied with the outcome of
the investigation may appeal through DGBA (LOCAL), beginning at
the appropriate level. The complainant may have a right to file a
complaint with appropriate state or federal agencies.

Records Retention. Copies of reports alleging prohibited conduct,
investigation reports, and related records shall be maintained by
the District for a period of at least three years. [See CPC]

Access to Policy. This policy shall be distributed annually to District
employees. Copies of the policy shall be readily available at each
campus and the District administrative offices.

Harassment of Students
Policies DF, DH, FFG, FFH, FFI

Sexual and other harassment of students by employees are

forms of discrimination and are prohibited by law. Romantic or
inappropriate social relationships between students and District
employees are prohibited. Employees who suspect a student may
have experienced prohibited harassment are obligated to report
their concerns to the campus principal or other appropriate District
official. Any District employee who suspects or receives direct or
indirect notice that a student or group of students has or may have
experienced prohibited conduct based on sex, including sexual
harassment, of a student shall immediately notify the District’s Title
IX coordinator, the ADA/504 coordinator, or Superintendent and
take any other steps required by District policy.

All allegations of prohibited harassment of a student by an
employee or adult will be reported to the student’s parents and
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promptly investigated. An employee who knows of or suspects child
abuse must also report his or her knowledge or suspicion to the
appropriate authorities, as required by law. The District’s policy that
includes definitions and procedures for reporting and investigating
harassment of students is reprinted below:

Statement of Nondiscrimination. The District prohibits
discrimination, including harassment, against any student on the
basis of race, color, religion, sex, gender, national origin, disability,
or any other basis prohibited by law. The District prohibits dating
violence, as defined by this policy. Retaliation against anyone
involved in the complaint process is a violation of District policy.

Discrimination. Discrimination against a student is defined as
conduct directed at a student on the basis of race, color, religion,
sex, gender, national origin, disability, or on any other basis
prohibited by law, that adversely affects the student.

Prohibited Harassment. Prohibited harassment of a student is
defined as physical, verbal, or nonverbal conduct based on the
student’s race, color, religion, sex, gender, national origin, disability,
or any other basis prohibited by law that is so severe, persistent, or
pervasive that the conduct:

¢ Affects a student’s ability to participate in or benefit from an
educational program or activity, or creates an intimidating,
threatening, hostile, or offensive educational environment;

¢ Has the purpose or effect of substantially or unreasonably
interfering with the student’s academic performance; or

e Otherwise adversely affects the student’s educational
opportunities. Prohibited harassment includes dating violence
as defined by this policy.

Examples: Examples of prohibited harassment may include offensive
or derogatory language directed at another person’s religious
beliefs or practices, accent, skin color, need for accommodation,
threatening or intimidating conduct, offensive jokes, name calling,
slurs or rumors, physical aggression or assault, display of graffiti

or printed material promoting racial, ethnic, or other negative
stereotypes, or other kinds of aggressive conduct such as theft or
damage to property.

Sexual Harassment by an Employee. Sexual harassment of

a student by a District employee includes both welcome and
unwelcome sexual advances, requests for sexual favors, sexually
motivated physical, verbal, or nonverbal conduct, or other conduct
or communication of a sexual nature when:

¢ A District employee causes the student to believe that the
student must submit to the conduct in order to participate in
a school program or activity, or that the employee will make
an educational decision based on whether or not the student
submits to the conduct; or

¢ The conduct is so severe, persistent, or pervasive that it:

¢ Affects the student’s ability to participate in or benefit from an
educational program or activity, or otherwise adversely affects
the student’s educational opportunities; or

Creates an intimidating, threatening, hostile, or abusive
educational environment.

Romantic or inappropriate social relationships between students
and District employees are prohibited. Any sexual relationship
between a student and a District employee is always prohibited,
even if consensual.

Sexual Harassment by Others. Sexual harassment of a student,
including harassment committed by another student, unwelcome

Revised July 2023



sexual advances, requests for sexual favors, or sexually motivated
physical, verbal, or nonverbal conduct when the conduct is so
severe, persistent, or pervasive that it:

e Affects a student’s ability to participate in or benefit from an
educational program or activity, or creates an intimidating,
threatening, hostile, or offensive educational environment;

¢ Has the purpose or effect of substantially or unreasonably
interfering with the student’s academic performance; or

¢ Otherwise adversely affects the student’s educational
opportunities.

Examples: Examples of sexual harassment of a student may include
sexual advances, touching intimate body parts or coercing physical
contact that is sexual in nature, jokes or conversations of a sexual
nature, and other sexually motivated conduct, communications, or
contact.

Necessary or permissible physical contact such as assisting a child
by taking the child’s hand, comforting a child with a hug, or other
physical contact not reasonably construed as sexual in nature is not
sexual harassment.

Dating Violence. Dating violence occurs when one partner in

a dating relationship, either past or current, intentionally uses
physical, sexual, verbal, or emotional abuse to harm, threaten,
intimidate, or control the other partner. Examples of dating violence
against a student may include physical or sexual assaults, name-
calling, putdowns, threats to hurt the student or the student’s
family members or members of the student’s household, destroying
property belonging to the student, threats to commit suicide or
homicide if the student ends the relationship, attempts to isolate
the student from friends and family, stalking, or encouraging others
to engage in these behaviors. For purposes of this policy, dating
violence is considered prohibited harassment if the conduct is so
severe, persistent, or pervasive that the conduct:

¢ Affects a student’s ability to participate in or benefit from an
educational program or activity, or creates an intimidating,
threatening, hostile, or offensive educational environment;

¢ Has the purpose or effect of substantially or unreasonably
interfering with the student’s academic performance; or

e Otherwise adversely affects the student’s educational
opportunities.

Retaliation. The District prohibits retaliation against a student
alleged to have experienced discrimination or harassment,
including dating violence, or another student who, in good faith,
makes a report, serves as a witness, or otherwise participates in
an investigation. A student who intentionally makes a false claim,
offers false statements, or refuses to cooperate with a District
investigation regarding discrimination or harassment, including
dating violence, is subject to appropriate discipline.

Examples: Examples of retaliation include threats, unjustified
punishments, or unwarranted grade reductions. Unlawful
retaliation does not include petty slights or annoyances, such as
negative comments that are justified by a student’s performance in
the classroom.

Prohibited Conduct. In this policy, the term “prohibited conduct”
includes discrimination, harassment, dating violence, and retaliation
as defined by this policy, even if the behavior does not rise to the
level of unlawful conduct.

Reporting Procedures. Any student who believes that he or
she has experienced prohibited conduct or believes that another
student has experienced prohibited conduct should immediately
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report the alleged acts to a teacher, counselor, principal, or other
District employee. Alternatively, a student may report prohibited
conduct directly to one of the District officials below:

Definition of District Officials. For the purposes of this policy,
District officials are the Title IX Coordinator, the Section 504
Coordinator, and the Superintendent.

Title IX Coordinator. Reports of discrimination based on sex,
including sexual harassment, may be directed to the Title IX
Coordinator. The District designates the following person to
coordinate its efforts to comply with Title IX of the Education
Amendments of 1972, as amended:

Name: Dr.Jamie Bone
Position: Assistant Director of Human Resources
Address: 3205 W. Davis, Conroe, TX 77304
Telephone: (936) 709-7752
Email: TitleIX@conroeisd.net

ADA/Section 504 Coordinator. Reports of discrimination based
on disability may be directed to the ADA/ Section 504 Coordinator.
The District designates the following person to coordinate its efforts
to comply with Title Il of the Americans with Disabilities Act of
1990, which incorporates and expands upon the requirements of
Section 504 of the Rehabilitation Act of 1973:

Name: Dr. Kendra Wiggins
Position: Director of Special Education
Address: 3205 W. Davis, Conroe, TX 77304
Telephone: (936) 709-7752

Superintendent. The Superintendent shall serve as coordinator
for purposes of District compliance with all other antidiscrimination
laws.

Alternative Reporting Procedures. A student shall not be
required to report prohibited conduct to the person alleged

to have committed it. Reports concerning prohibited conduct,
including reports against the Title IX coordinator or ADA/ Section
504 Coordinator, may be directed to the Superintendent. A report
against the Superintendent may be made directly to the Board. If
a report is made directly to the Board, the Board shall appoint an
appropriate person to conduct an investigation.

Timely Reporting. Reports of prohibited conduct shall be made as
soon as possible after the alleged act or knowledge of the alleged
act. A failure to promptly report may impair the District’s ability to
investigate and address the prohibited conduct.

Notice of Report. Any District employee who receives notice that
a student has or may have experienced prohibited conduct shall
immediately notify the District official listed above and take any
other steps required by this policy.

Notice to Parents. The District official or designee shall promptly
notify the parents of any student alleged to have experienced
prohibited conduct by a District employee or another adult.

Investigation of the Report. The District may request, but shall
not insist upon, a written report. If a report is made orally, the
District official shall reduce the report to written form. Upon receipt
or notice of a report, the District official shall determine whether
the allegations, if proven, would constitute prohibited conduct as
defined by this policy. If so, the District official shall immediately
authorize or undertake an investigation, regardless of whether a
criminal or regulatory investigation regarding the same or similar
allegations is pending. If appropriate, the District shall promptly
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take interim action calculated to prevent prohibited conduct during
the course of an investigation.

The investigation may be conducted by the District official or

a designee, such as the campus principal, or by a third party
designated by the District, such as an attorney. When appropriate,
the campus principal shall be involved in or informed of the
investigation.

The investigation may consist of personal interviews with the
person making the report, the person against whom the report is
filed, and others with knowledge of the circumstances surrounding
the allegations. The investigation may also include analysis of other
information or documents related to the allegations.

Concluding the Investigation. Absent extenuating circumstances,
the investigation should be completed within 10 District business
days from the date of the report; however, the investigator

shall take additional time if necessary to complete a thorough
investigation. The investigator shall prepare a written report of

the investigation. The report shall be filed with the District official
overseeing the investigation.

District Action. If the results of an investigation indicate that
prohibited conduct occurred, the District shall promptly respond
by taking appropriate disciplinary or corrective action reasonably
calculated to address the conduct. The District may take action
based on the results of an investigation, even if the conduct did not
rise to the level of prohibited or unlawful conduct.

Confidentiality. To the greatest extent possible, the District shall
respect the privacy of the complainant, persons against whom a
report is filed, and witnesses. Limited disclosures may be necessary
in order to conduct a thorough investigation and comply with
applicable law.

Appeal. A student who is dissatisfied with the outcome of the
investigation may appeal through FNG (LOCAL), beginning at the
appropriate level. A student shall be informed of his or her right to
file a complaint with the United States Department of Education
Office for Civil Rights.

Records Retention. Retention of records shall be in accordance
with FB (LOCAL) and CPC (LOCAL).

Access to Policy. Information regarding this policy shall be
distributed annually to District employees and included in the
Student Handbook. Copies of the policy shall be readily available at
each campus and the District’s administrative offices.

Sexual Abuse and Maltreatment of Children

Policies DF, DH, FFG, FFH

The District has established a plan for addressing sexual abuse and
other maltreatment of children. As an employee, it is important for
you to be aware of warning signs that could indicate a child may
have been or is being sexually abused or otherwise maltreated.
Sexual abuse in the Texas Family Code is defined as any sexual
conduct harmful to a child’s mental, emotional, or physical welfare
as well as a failure to make a reasonable effort to prevent sexual
conduct with a child. Maltreatment is defined as abuse or neglect.

Anyone who suspects that a child has been or may be abused or
neglected has a legal responsibility under state law for reporting
the suspected abuse or neglect to law enforcement or to Child
Protective Services (CPS). Employees are required to follow the
procedures described below in Reporting Suspected Child Abuse.
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Reporting Suspected Child Abuse
Policies DG, GRA

All employees are required by state law to report any suspected
child abuse or neglect, as defined by Texas Family Code §26.001,to
a law enforcement agency, Child Protective Services(CPS), or
appropriate state agency (e.g., state agency operating, licensing,
certifying, or registering the facility) within 48 hours of the event
that led to the suspicion. Alleged abuse or neglect involving a
person responsible for the care, custody, or welfare of the child
(including a teacher) must be reported to CPS.

Employees are also required to make a report if they have cause to
believe that an adult was a victim of abuse or neglect as a child and
they determine in good faith that the disclosure of the information
is necessary to protect the health and safety of another child,
elderly person, or person with a disability.

Reports to Child Protective Services can be made online or to
the Texas Abuse Hotline (800-252-5400). State law specifies that
an employee may not delegate to or rely on another person or
administrator to make the report.

Under state law, any person reporting or assisting in the
investigation of reported child abuse or neglect is immune from
liability unless the report is made in bad faith or with malicious
intent. In addition, the District is prohibited from taking an adverse
employment action against a certified or licensed professional who,
in good faith, reports child abuse or neglect or who participates in
an investigation regarding an allegation of child abuse or neglect.

An employee’s failure to report suspected child abuse may result

in prosecution as a Class A misdemeanor. The offense of failure to
report by a professional may be a state jail felony if it is shown the
individual intended 12 to conceal the abuse or neglect. In addition,
a certified employee’ s failure to report suspected child abuse may
result in disciplinary procedures by SBEC for a violation of the Texas
Educators’ Code of Ethics.

While an employee who suspects that a student, including a
student with disabilities or who is no longer a minor, has been

or may be abused or neglected should also report their concerns
to the campus principal, it is not required. Notifying a principal

or other administrator does not relieve an employee of their
obligation to make a report to Child Protective Services. Employees
must cooperate with investigators of child abuse and neglect.

Reporting the concern to the principal does not relieve the
employee of the requirement to report it to the appropriate state
agency. In addition, employees must cooperate with investigators of
child abuse and neglect. Interference with a child abuse investigation
by denying an interviewer’s request to interview a student at school
or requiring the presence of a parent or school administrator against
the desires of the duly authorized investigator is prohibited.

Reporting Crime

Policy DG

The Texas Whistleblower Act protects District employees who
make good faith reports of violations of law by the District to an
appropriate law enforcement authority. The District is prohibited
from suspending, terminating the employment of, or taking other
adverse personnel action against an employee who makes a report
under the Act. State law also provides employees with the right to
report a crime witnessed at the school to any peace officer with
authority to investigate the crime.
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Alcohol- and Drug-Abuse Prevention

Policy DH

CISD is committed to maintaining an alcohol- and drug-free
environment and will not tolerate the use of alcohol and illegal
drugs in the workplace and at school-related or school-sanctioned
activities on or off school property. Employees who use or are under
the influence of alcohol or illegal drugs as defined by the Texas
Controlled Substances Act during working hours may be dismissed.
The District’s policy regarding employee drug use follows:

Tobacco Use. Employees shall not use tobacco products, including
electronic cigarettes, vapors, and smokeless tobacco, on District
premises, in District vehicles, nor in the presence of students at
school or school-related activities. [See DH and GKA]

Alcohol and Drugs. Employees shall not unlawfully manufacture,
distribute, dispense, possess, use, or be under the influence of any
of the following substances during working hours while at school or

at school related activities during or outside of usual working hours:

¢ Any controlled substance or dangerous drug as defined by
law, including but not limited to marijuana, any narcotic
drug, hallucinogen, stimulant, depressant, amphetamine, or
barbiturate;

¢ Alcohol or any alcoholic beverage;

¢ Any abusable glue, aerosol paint, or any other chemical
substance for inhalation; or

¢ Any other intoxicant or mood-changing, mind altering, or
behavior altering drugs.

An employee need not be legally intoxicated to be considered
“under the influence” of a controlled substance.

Exception. An employee who uses a drug authorized by a licensed
physician through a prescription specifically for that employee’s use
shall not be considered to have violated this policy. Notice: See DI
(Exhibit) below.

Drug-Free Workplace Requirements

The District prohibits the unlawful manufacture, distribution,
dispensation, possession, or use of controlled substances, illegal
drugs, inhalants, and alcohol in the workplace. 41 U.S.C. 702(a)(1)
(A); 28 TAC 169.2 The District shall establish a drug-free awareness
program to inform employees about the dangers of drug abuse

in the workplace, the District’s policy of maintaining a drug-free
workplace, any available drug counseling, rehabilitation, and
employee assistance abuse programs, and the penalties that may
be imposed upon employees for drug abuse violations. 41 U.S.C.
702(a)(1)(B); 28 TAC 169.2 Employees who violate this prohibition
shall be subject to disciplinary sanctions. Such sanctions may
include referral to drug and alcohol counseling or rehabilitation
programs or employee assistance programs, termination from
employment with the District, and referral to appropriate law
enforcement officials for prosecution. [See policies DH and DHE] 41
U.S.C. 702(a)(1)(A); 28 TAC 169.2

Compliance with these requirements and prohibitions is mandatory
and is a condition of employment. As a further condition of
employment, an employee shall notify the Superintendent of

any criminal drug statute conviction for a violation occurring

in the workplace no later than five days after such conviction.
Within 10 days of receiving such notice from the employee or any
other source—the District shall notify the granting agency of the
conviction. 41 U.S.C. 702(a)(1)(D), (E) Within 30 calendar days of
receiving notice from an employee of a conviction for any drug
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statute violation occurring in the workplace, the District shall either
(1) take appropriate personnel action against the employee, up

to and including termination of employment, or (2) require the
employee to participate satisfactorily in a drug abuse assistance or
rehabilitation program approved for such purposes by a federal,
state, or local health agency, law enforcement agency, or other
appropriate agency. 41 U.S.C. 703

Communicable Disease Mitigation Measures

CISD employees must comply with safety measures established by
local, state, or federal authorities.

Mandatory Training

All employees must complete certain trainings that are required by
state or federal law or District policy. Completing such training is a
requirement of employment.

Tobacco Products and E-Cigarette Use

Policies DH, FNCD, GKA

State law prohibits smoking or using tobacco products or
e-cigarettes on all District-owned property and at school-related or
school sanctioned activities on or off school property. Additionally,
employees shall not smoke or use tobacco products, including
electronic cigarettes, vapors, and smokeless tobacco, at school
related or school-sanctioned activities on or off school property, in
District vehicles, nor in the presence of students at school or school
related activities.

This includes all buildings, playground areas, parking facilities,

and facilities used for athletics and other activities. Drivers of
District owned vehicles are prohibited from smoking while inside
the vehicle. Notices stating that smoking is prohibited by law and
punishable by a fine are displayed in prominent places in all school
buildings.

Employee Arrests and Convictions

Policy DH

An employee must notify the Substitute Office in writing within
three calendar days of any arrest, indictment, conviction, no contest
or guilty plea, or other adjudication.

Employees who have engaged in conduct that is defined as a felony
offense in Title 5, Penal Code or that is considered a crime of moral
turpitude, regardless of the level of offense, that results in an arrest,
indictment, conviction, no contest plea, or other adjudication

are subject to disciplinary action, including termination from
employment. If an educator is arrested or criminally charged, the
Superintendent is also required to report the educator’s criminal
history to the Division of Investigations at the Texas Education
Agency (TEA).

Criminal History Background Checks

Policy DBAA

Employees may be subject to a review of their criminal history
record information at any time during employment. National
criminal history checks based on an individual’s fingerprints, photo,
and other identification will be conducted on certain employees
and entered into the Texas Department of Public Safety (DPS)
Clearinghouse. This database provides the District and SBEC with
access to an employee’s current national criminal history and
updates to the employee’s subsequent criminal history. The District
obtains criminal history record information on persons it intends
to employ. Employees are required to disclose a prior record when
requested to do so at the time of employment. Failure to do so

Revised July 2023



could result in termination of employment. A review committee
assesses the records of employees found to have criminal records
that may bar them from continued employment in the District.

Identification Badges

Employees are issued an identification badge at no cost to the
employee. Each employee must wear the ID badge at all times
while on District property when conducting District business. The
badge must be clearly visible, except in cases where the type of
work does not permit the display.

Possession of Firearms and Weapons

Policies DH, FNCG, GKA

Employees, visitors, and students, including those with a license to
carry a handgun, are prohibited from bringing firearms, location-
restricted knives, clubs, or other prohibited weapons onto school
premises (i.e. building or portion of a building) or any grounds or
building where a school-sponsored activity takes place. A person,
including an employee, who holds a license to carry a handgun may
transport or store a handgun or other firearm or ammunition in a
locked vehicle in a parking lot, garage, or other District provided
parking area, provided the handgun or firearm or ammunition is
properly stored and not in plain view. To ensure the safety of all
persons, employees who observe or suspect a violation of the
District’s weapons policy should report it to their supervisors or call
the CISD Police Department immediately.

Visitors in the Workplace

Policy GKC

All visitors are expected to enter any District facility through the
main entrance and sign in or report to the building’s main office.
Authorized visitors will receive directions or be escorted to their
destination. Employees who observe an unauthorized individual on
the District premises should immediately direct him or her to the
building office or contact the administrator in charge.

Copyrighted Materials

Policy CY

Employees are expected to comply with the provisions of federal
copyright law relating to the unauthorized use, reproduction,
distribution, performance, or display of copyrighted materials
(i.e., printed material, videos, computer data and programs, etc.).
Electronic media, including motion pictures and other audiovisual
works, are to be used in the classroom for instructional purposes
only. Duplication or backup of computer programs and data must
be made within the provisions of the purchase agreement.

Employment Policies: Dissemination of Required

Information

The District is required to disseminate employment information
to all employees. If you would like a hard copy of this information,
please contact your supervisor. You may also find these policies in
their entirety on the CISD website under the CISD Policy link.

For All Employees:

Discrimination, harassment, and retaliation (DH, FNC, DIA [LOCAL],
EFH [LOCAL])

Bullying (EFI [LOCAL])

Child abuse and neglect (DH [LOCAL], FEG [LEGAL], GRA [LEGAL]
and [LOCAL]

Drug Free Workplace (DH [LOCAL]) Conroe ISD Employee Handbook
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Electronic Media, Communications Systems,
and Technology Resources

Acceptable Use Guidelines

The Conroe Independent School District makes a variety of
communications and information technologies available to

students and employees. These technologies, when properly

used, promote educational excellence in the District by facilitating
resource sharing, innovation, and communication. lllegal,

unethical, or inappropriate use of these technologies can have
dramatic consequences, harming the District, its students, and

its employees. These Acceptable Use Guidelines are intended to
minimize the likelihood of such harm by educating Conroe I1SD
students and employees and setting standards which serve to
protect students and staff. Any attempt to violate the provisions

of these guidelines may result in revocation of the user’s access

to the network/internet, regardless of the success or failure of the
attempt. In addition, disciplinary action consistent with the District’s
employment policy and/or appropriate legal action, which may
include restitution, may be taken. District administrators will make
the final determination as to what constitutes inappropriate use.
The System Administrator or other administrator may deny, revoke,
or suspend network/internet/resource access as necessary, pending
the outcome of an investigation. The expectations of the District are
that all network and technology resource users will comply with all
policies, procedures, and guidelines outlined below:

Overview

The District expects that teachers blend thoughtful use of the
internet and technology resources throughout the curriculum and
the District also provides guidance and instruction to students in its
use at all times that students utilize the Internet. The District also
expects its staff to exercise good judgment while using the District’s
technology resources, including the Internet and associated email,
as tools in the day-to-day administration of their employment with
the Conroe ISD and in the classroom environment. The District’s
technology resources, including its network access to the internet,
are primarily for administrative and instructional purposes. Limited
personal use of the resources is permitted with the exception of
District provided cell phones, which are for business use only, if the
use:

¢ Imposes no tangible cost to the District;

¢ Does not unduly burden the District’s technology resources; and

¢ Has no adverse effect on job performance or a student’s
academic performance.

Internet Filter

CISD uses a web filter to manage access to various inappropriate
locations. However, even with a filter, there may still be sites
accessible via the internet that contain material that is illegal,
defamatory, inaccurate, or controversial. Although the District will
attempt to limit access to objectionable material by using software,
controlling all materials on the Internet is impossible. Employees
are expected to monitor student Internet use and to report
inappropriate internet sites not filtered to administration.

Email

Employees are encouraged to check their District emails daily and
are required to check their District email a minimum of one time per
week. Email is a District service provided by public funds. Email is
for instructional and administrative use. Sending jokes, chain letters,
unsolicited junk mail, etc. via email is considered an inappropriate
use of District equipment. Electronic mail transmissions and other
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use of the electronic communications system by employees shall
not be considered confidential and are archived as records for an
indefinite period of time. Email may be monitored at any time by
designated District staff to ensure appropriate use. This monitoring
may include activity logging, virus scanning, and content scanning.
District email signatures should not contain quotations or any
non-school related information. Each summer, the Technology
Department will reset all email signatures to name, title, campus/
department, phone number, and email address.

Records retention guidelines apply to email correspondence and
must be followed. Email is viewed as a public document and can
become part of a legal process. Care should be given to the tone
of email. Also, grammar and spelling should be checked before
an email is sent. Be mindful of the unique forwarding properties
associated with email.

Electronic Storage

The District has provided network users with access to network
storage location for files (U: drive). The storage area provides a place
where school-related products can be stored from year to year.

To maintain the integrity of the District’s technology resources,
shared network space, and any District storage space and to enforce
the Acceptable Use Guidelines, storage space is monitored by District
staff. Inappropriate files such as games, music, inappropriate images,
movies, videos, and files that consume storage space will be deleted.
External electronic storage devices are subject to monitoring if used
or purchased with District resources or attached to District devices.

Network Behavior

Network/internet users are responsible for their actions in
accessing available resources. The following standards apply to all
users of the network/internet:

e The user in whose name a system account is issued is
responsible at all times for its proper use. Users may not use
another person’s account;

e The system may not be used for illegal purposes, in support of
illegal activities, or for any other activity prohibited by District
policy;
Users may not redistribute copyrighted programs or data
without the written permission of the copyright holder or
designee. Such permission must be specified in the document or
must be obtained directly from the copyright holder or designee
in accordance with applicable copyright laws, District policy, and
administrative regulations; and
e Computers are joined to either a student or employee domain
for management and inventory. Computers should not be
removed from these domains.

Inappropriate Use

Inappropriate use includes, but is not limited to, those uses that
violate the law or District policy, that are specifically named as
violations below, that violate the rules of network etiquette, or that
hamper the integrity or security of the District’s network or any
networks connected to the District’s network.

Inappropriate Language

Using obscene, profane, lewd, vulgar, rude, inflammatory,
threatening, or disrespectful language in emails distributed through
District email is prohibited. Sending messages that could cause
danger or disruption, personal attacks, including prejudicial or
discriminatory attacks, are prohibited.
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Commercial Use

Use for commercial, income-generating or “for-profit” activities,
product advertisement, political lobbying, or advertising is
prohibited. Use of the system for promoting activities or events for
individuals or organizations not directly affiliated with or sanctioned
by the District is prohibited.

Vandalism/Mischief

¢ Vandalism and mischief are prohibited. Vandalism is defined
as any malicious attempt to harm or destroy data of another
user, the network/internet, or any networks that are connected
to the network/internet. This includes, but is not limited to,
the creation or propagation of computer viruses, spyware, and
malware. Any interference with the work of other users, with or
without malicious intent, is construed as mischief and is strictly
prohibited;
e Deleting, examining, copying, or modifying files and/or
data belonging to other users, without their permission, is
prohibited;
Forgery of electronic mail messages is prohibited. Reading,
deleting, copying, or modifying the electronic mail of other
users without their permission is prohibited, unless permitted
by District policy or the Superintendent or his designee;

Deliberate attempts to exceed, evade, or change resource
quotas are prohibited. The deliberate causing of network
congestion through mass consumption of system resources is
prohibited; and

Unauthorized disclosure, use, and dissemination of personal
information regarding students and employees are prohibited.

Security

If a user identifies or has knowledge of a security problem on the
Network/Internet, such as filtering software not working, the user
should immediately notify the campus/department administrator
or the System Administrator. The security problem should not be
shared with others. Attempting to bypass security and filtering
software is prohibited.

Attempts to log on to the network/internet impersonating a system
administrator or CISD employee may result in revocation of the
user’s access to the network/internet.

Transmitting / Storing / Accessing Confidential
Information

Teachers, staff, and students may not redistribute or forward
confidential information (i.e. educational records, directory
information, personnel records, etc.) without proper authorization.
Confidential information should never be accessed, transmitted,
redistributed, or forwarded to outside individuals who are not
expressly authorized to receive the information. Revealing such
personal information as home addresses or phone numbers

of users or others is prohibited. In order to reduce the loss of
confidential information due to theft or misplacement, student/staff
confidential information should not be stored on portable devices
such as memory sticks, laptops, or hard drives or home machines.
This information should be stored on the U:drive.

Extreme caution should be used if data is stored on cloud storage
(Google docs, drop box, etc.). Cloud-based storage should not be
used for any data that is considered confidential. This storage is not
provided by the District and is subject to the Terms of Use of the
particular site.
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If, in the event of a remote work environment, an employee must
create or update documents with confidential student or personnel
information on their personal computing device, the employee
must delete the data from their storage and clear the recycle bin on
the device as soon as the document can be uploaded to a District
device.

Modification of Computer

Modifying or changing computer settings and/or internal or
external configurations without appropriate permission is
prohibited.

Electronic Recording

Employees shall not electronically record by audio, video, or other
means, any conversations or meetings with other employees
unless every person present has been notified and consents to
being electronically recorded. Consent must also be obtained

from anyone arriving late to the meeting. Employees shall not
electronically record telephone conversations with other employees
unless all employees participating in the telephone conversation
have consented to be electronically recorded. These provisions

are not intended to limit or restrict electronic recording of publicly
posted Board meetings, grievance hearings, and any other Board
sanctioned meeting recorded in accordance with Board Policy.
These provisions are not intended to limit or restrict electronic
recordings involving authorized investigations conducted by District
personnel.

Electronic Media & Communications
(See also Board Policies CQ, DH)

The following terms used in this section are defined as follows:

¢ Electronic communications means any communication
facilitated by the use of an electronic device, including a
telephone, cell phone, computer, computer network, personal
data assistant, or pager. The term includes e-mail, text
messages, instant messages, social media, social networking
website, live streaming, web logs (blogs), wikis, electronic
forums (chat rooms), video sharing websites (e.g., YouTube),
editorial comments posted on the Internet, and social network
sites (e.g. Facebook, Instagram, Twitter, LinkedIn). Electronic
communications also include all forms of telecommunication
such as landlines, cell phones, and web-based applications.

Professional electronic communication is any form of
electronic communication, as defined above, that is established
by an employee using his/her District email address, credentials,
or contact information, and/or that is used to communicate
with, instruct, or provide information to parents and/or
students, and to conduct District business.

Personal electronic communication is any form of electronic
communication, as defined above, that is established by an
employee with his/her personal email for personal, non-work
related communication.

Electronic Media Use and Communications Between

Employees, Students, and Parents

(See also Board Policy DH)

The District realizes that part of 21st century learning is adapting
to the changing methods of communication. The importance of
teachers, students, and parents engaging, collaborating, learning,
and sharing in these digital environments is part of 21st century
learning.
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A certified or licensed employee, an employee whose position
requires a certification or license, or any other employee designated
in writing by the Superintendent or a campus principal, may

use electronic communications with students who are currently
enrolled in the District. The employee must comply with the
provisions outlined below. Electronic communications between all
other employees and students who are enrolled in the District are
prohibited. Employees are not required to provide students with
their personal phone number or email address.

No employee may post a picture of a student with a privacy flag to
any professional, campus, or District electronic communications
accounts.

Only audio/video recordings of students that comply with WCAG
2.0 Level AA requirements can be posted to professional electronic
communication accounts. Additionally, if the audio/video recording
was not made for instructional purposes or a purpose related

to a co-curricular or extracurricular activity, the employee must
obtain written parent permission from each student participating
in the recording before making the recording and/or posting it.
Live-streaming is prohibited without written permission from each
student’s parent and administrative approval.

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

¢ Personal electronic communication accounts may not be
associated with professional electronic communication
accounts. Employees are prohibited from knowingly
communicating with students through personal electronic
communication accounts; Employees must create separate
professional electronic media accounts for the purpose of
communicating with students. The employee must enable
administration and parents to access the employee’s
professional electronic communication account.

Employees shall limit electronic communications with students
to matters within the scope of their professional responsibilities
(e.g., for classroom teachers, matters relating to class work,
homework, and tests; for an employee with an extracurricular
duty, matters relating to the extracurricular activity).

All electronic communication by staff with parents and students

must be professional and of the appropriate nature, purpose,

timing, and amount.

e Employees do not have a right to privacy with respect to
communications with students and parents.

e Employees shall not post any information to any electronic

communication account that is open to the public that could

compromise student safety.

All parents and students participating in a course or activity for
which an employee’s professional electronic media account is
established must have an opportunity to join and have equal
access to communications made through the account.
Employees continue to be subject to applicable state and federal
laws, local policies, administrative regulations, and the Texas
Educators’ Code of Ethics including:

» Compliance with the Public Information Act and the Family
Educational Rights and Privacy Act (FERPA), including
retention and confidentiality of student records (see Policies
CPCand FL);

 Copyright laws (see Policy CY);

* Prohibitions against soliciting or engaging in sexual conduct
or a romantic relationship with a student (see Policy DH).
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¢ Upon written request from a parent or student, the employee
shall discontinue communicating with a student.

e Upon request from administration, an employee will provide
the phone number(s), electronic communication, or other
information regarding the method(s) of electronic media the
employee uses to communicate with one or more currently
enrolled students.

All staff are encouraged to use school email accounts for all
electronic communications with students and parents. If any
other form of electronic communication is used with students
and parents, the employee is responsible for maintaining
records of the communication in accordance with the District’s
records retention schedule.

¢ An employee shall notify his or her supervisor or principal
in writing within one business day if a student engages in an
improper electronic communication with the employee. The
employee must describe the specific form and content of the
electronic communication and provide copies of the electronic
communication to his or her supervisor or principal.

Personal Use of Electronic Communications

Policy DH

Employees in a public-school system are responsible for modeling
and teaching high standards of decency and civic values. District
employees must model the character they are expected to teach,
both on and off the worksite. This applies to material which is
posted on personal electronic communication accounts, such as
Twitter, Instagram, Snapchat, or Facebook. As role models for

the District’s students, employees are responsible for their public
conduct even when they are not acting as District employees.

Employees will be held to the same professional standards in their
public use of electronic media as they are for any other public
conduct. If an employee wishes to use an electronic communication
site or similar communications for personal purposes, the employee
is responsible for the content on the employee’s account, including
content added by the employee, the employee’s friends, or
members of the public who can access the employee’s page, and for
web links on the employee’s page. The employee is also responsible
for maintaining privacy settings appropriate to the content.
Employees who use electronic communication accounts for their
private use should not share those sites with students.

If an employee posts messages or pictures which diminish the
employee’s professionalism or discredits the employee’s capacity to
maintain the respect of students and parents, the employee’s ability
to effectively perform his or her job will be impaired. This type of
material includes, but is not limited to, text or pictures involving
hate speech, nudity, obscenity, vulgarity, conduct illegal for a minor,
or sexually explicit content. If an employee’s use of electronic media
interferes with the employee’s ability to effectively perform his or
her job duties, the employee is subject to disciplinary action, up to
and including termination of employment.

Employees who use electronic communication for personal
purposes shall observe the following:

e Employees may not set up or update personal electronic
communication accounts using the District’s computers,
network, or equipment;

e Employees shall limit use of personal electronic communication
devices for sending or receiving calls, text messages, pictures,
and videos to breaks, meal times, and before and after
scheduled work hours, unless there is an emergency or the use
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is authorized by a supervisor to conduct District business;

Employees shall not use the District’s logo or other copyrighted
material of the District without express, written consent;

Employees are prohibited from knowingly communicating

with students through a personal electronic communication
account. Rather, employees must create a separate professional
electronic communication accounts using their District email
address if they intend to utilize electronic communication with
students;

Employees may not post student names, photographs, or videos
in which students appear on personal electronic communication
accounts;

Employees may not share or post, in any format, information,
videos, or pictures obtained while on duty or District business
on any personal electronic communication account unless the
employee first obtains written approval from the employee’s
immediate supervisor.

Employees should be cognizant that they have access to
information and images that, if transmitted to the public, could
violate privacy laws and policies.

The employee continues to be subject to applicable state and
federal laws, local policies, administrative regulations, and
the Educators’ Code of Ethics, even when communicating
regarding personal and private matters, regardless of whether
the employee is using private or public equipment, on or off
campus. These restrictions include:

 Confidentiality of student records; [See Policy FL]

* Confidentiality of health or personnel information concerning
colleagues, unless disclosure serves lawful professional
purposes or is required by law; [See DH (EXHIBIT)]

» Confidentiality of District records, including educator
evaluations and private e-mail addresses; [See Policy GBA]

» Copyright law; [See Policy CY] and
* Prohibition against harming others by knowingly making

false statements about a colleague or the school system.
[See DH (EXHIBIT)]

Public Information on Private Devices

Policy DH

Employees should not maintain District information on privately
owned devices. Any District information must be forwarded or
transferred to the District to be preserved. The District will take
reasonable efforts to obtain public information in compliance with
the Public Information Act. Reasonable efforts may include:

¢ \lerbal or written directives; and
e Remote access to District-owned devices and services.

Safety and Security

Policy CK series

The District has developed and promotes a comprehensive program
to ensure the safety and security of its employees, students, and
visitors. The safety and security program includes written guidelines
and procedures for responding to emergencies and activities

to help reduce the frequency of accidents and injuries. See the
Emergencies section for additional information. To prevent or
minimize injuries to employees, coworkers, and students, and to
protect and conserve District equipment, employees must comply
with the following requirements:

¢ During the school day, doors should be locked at all times,
including all building perimeter, interior classroom, and free-
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standing structures such as field houses and portable building
doors;

e Observe all safety rules;
e Keep work areas clean and orderly at all times;
e Immediately report all accidents to their supervisor; and

e Operate only equipment or machines for which they have
training and authorization.

Employees must follow established protocols and response to
emergencies for each campus and department. Refer to additional
written security procedures specific to your location and work area.

CISD Safety Procedures
Accent Lighting and Home Appliances

e Personal appliances such as coffee makers, microwaves,
refrigerators, and space heaters are not permitted in
classrooms. Any of these items should be approved by the
campus principal and be kept in common areas (teachers’
lounge, break rooms, common work rooms, departmental
offices, etc.). These items should be left free of debris and have
at least a 6 inch area of clearance. Emphasis should be placed
on using commercial rated and/or UL listed appliances. These
appliances must be plugged directly into the wall outlet.

Halogen lamps are not permitted.

Seasonal and temporary lighting is not permitted.

Candles, candle warmers, and coffee warmers are not
permitted.

Aerosol air fresheners, plugins, air fresheners that produce heat
are not permitted.

Flammables, Paints, and Chemicals Management
Procedures

¢ No outside cleaners, paints, varnishes, polishes, or pest control
chemicals should be brought into the school environment
except by trained individuals.
* MSDS information must be provided to campus
administration for supplies/items purchased with campus or
departments funds.

¢ Be familiar with the online Safety Data Sheets for chemicals:
MSDS Online

cutters in art, sharp knives in family consumer science, tools in
shop areas).

 CTE has provided guidelines for inventory of sharps that
incudes check-in and check-out procedures.

* The document is available on the Canvas Safety Page.

¢ Students that use power tools, welders, etc. must be properly
trained, provided appropriate PPE (e.g., eye protection, hearing
protection, hand/body protection) and demonstrate a mastery
of PPE use and other safety rules.

Electrical Safety

e Surge Protectors and extension cords must be grounded and
should be utilized properly and not be overloaded. Extension
cords may not be used as a replacement for wiring.

Power strips are not to be used.

Extension cords are for temporary use only and should not be
used for permanent wiring.

Cords cannot be run through doors, windows, ceiling tiles, or
other openings.

» Use floor cord covers when needed.

Homemade extension cords and aftermarket plugs may not be
used.

¢ Any electrical devices used outdoors must be protected by GFCI
circuit.

Electrical appliances used within 72” of a water source or wet
location must be GFCI protected (e.g. fish tanks, coffee makers,
ovens).

¢ All electrical panel boxes must have a three-foot clearance from
any materials.
¢ Non-grounded household extension cords are not allowed.

e All electrical equipment shall be turned off when not in use.

AV Safety
e AV equipment must be operated properly.
¢ LCD Projectors must be clear and free of debris that may hinder
ventilation.
e Electrical cords must be protected from damage and from
becoming tripping hazards.

e Flammables and corrosives must be properly stored in approved Classroom Liquid Hand Sanitizer Safety

flammables (yellow with red letters) and corrosives cabinets
(blue with white or red letters). Cabinets are to be kept closed
when not in use.
* Nothing may be stored on top of these cabinets.
* Chemical storage information can be found in Section 7 of
the specific chemical’s Safety Data Sheet.

e Science lab chemicals should be handled, stored, and disposed
of according to Flinn Safety Guidelines.

¢ Paint and other chemical wastes must be stored and disposed of

according to TECQ and EPA guidelines.

» Chemical disposal information can be found in Section 13 of
the specific chemical’s Safety Data Sheet.

Sharp Instruments/Tools Procedures

¢ All paper cutters should have finger guards, blade lock, and have

functional spring-loading device.

¢ Classrooms that use sharp tools must have a control procedure
for accounting for inventory of these instruments (i.e. box
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¢ The effectiveness and benefits of hand sanitizers have been well
documented in preventing the spread of germs. However, the
main ingredient of these products is alcohol, which is extremely
flammable. Because of the potential hazard of the ingredients,
please take precautions in utilizing these products. School staff
should be aware of the fire hazard with the hand sanitizers
containing alcohol. The following recommendations for use of
hand sanitizers in school should be used:

* The quantity of the solution in classrooms should not
exceed 500 ml (cc) (about 16 ounces). Most products can be
obtained in 8 or 12 oz. containers and would be within the
recommended amount.

If wall dispensers are used, the placement should be kept
away from any source of ignition. This would include
electrical outlets and light switches. The placement of
portable containers should also be reviewed for safety. In
addition, these dispensers should never be placed near food
products.

» Hand sanitizers dispensed in the classroom should be
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supervised at all times. The amount used/dispensed to
students should be small to minimize fire hazard. All hand
sanitizers should be stored in a secure and safe area.

Animal Safety

The easiest way to avoid issues such as disease, bites, scratches,
or harm to students, staff members, or the animals is to not
have animals on campus.

Animals that are part of a class project such as FFA should be
handled and protected in accordance with the club/classroom
standards.

Animals in a science classroom for curriculum purposes should
be kept under the guidelines outlined by National Science
Teacher Association and the Texas Science Safety Standards.

The principal should be notified prior to an animal being
brought on campus. The principal should ensure the animal
is safe to be brought on to the campus and that it is kept

in appropriate conditions and has had the appropriate
vaccinations, etc.

Students should not be permitted to handle animals unless
it is part of the course curriculum and parents have given
permission.

Doors

During the school day, doors should be locked at all times,
including all building perimeter, interior classroom, and free-
standing structures such as field houses and portable building
doors;

Building entrance approaches should be monitored by front
office staff via camera view computer monitors.

All exits from the building and classrooms (including exit
windows) must be kept clear for egress.

After Hours Building Entry Protocol

Call CISD Police Dispatch (936-709-8911) when you arrive at the
building and before you disarm the alarm.

Enter the building and disarm the alarm on the closest keypad
to your entry point.

When you leave the building, re-arm the alarm and exit
immediately.

Call CISD Police Dispatch to notify them that you have exited
and secured the building.

Fire Safety

All door exits from rooms must be free of obstructions and free
of combustible, non-fireproofed material.

Nothing should be stored within 24” of the ceiling.

Fire hazards cannot be created, stored, or maintained in the
school; (e.g. wood huts, paper forests, live cut Christmas trees,
hay bales.)

Hallways and classrooms must maintain an 80% paper free
environment to maintain the fire-resistant integrity of the area.
Do not hang any items from the ceiling or ceiling tiles.

Do not hang flammable materials that hang down over an exit
such as a classroom door.

Storage rooms should be kept neat, orderly, and free of large
combustible load. Maintain at least 30” aisle space throughout
storage area.
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Know the location of the nearest fire extinguisher and how to
use it.

Do not silence the fire alarm system until it is certain that no fire
threat exists. In the event of an actual fire, only a fire official is
permitted to silence an alarm.

Do not enter the building if an active fire alarm or water flow
bell is audible.

General Safety and Security
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All glass in classroom doors must be free of any visual
obstruction.

Maintain exit paths from classrooms the same width as the exit
door opening.

Ensure a current evacuation plan posted near the exit door
clearly showing primary and secondary routes of evacuation.

To reach high areas, DO NOT stand on anything (e.g., chairs,
desks, countertops) other than appropriate step stools or
ladders. Obtain a stool or ladder from the custodians.

Do not lift or carry heavy objects by yourself. Get assistance
from someone to avoid injuries.

Desk drawers, cabinet doors and file drawers should not be left
open while unattended. Pull only one drawer at a time. Heavier
items should be stored in the lower file drawers to prevent the
file cabinet from tipping over.

Chairs, wastebaskets, electrical cords, rugs and other articles
should not be left where they will become a tripping hazard.

All cabinets and shelves should be stable and secured to walls to
prevent tipping.

Keep personal belongings (e.g., purses, wallets, keys) secure on
your person or within a locked cabinet or drawer.

If you are responsible for safety of children on playgrounds,
maintain visual contact with all children, ensure that play
structures are not overloaded, and are only used as intended.
Read and become familiar with the CISD Multihazard Emergency
Operations Procedure Manual available on the SSO.

Take your class roster with you if you evacuate your room.
Report any suspicious person or unsafe condition(s) to the
Principal or your Supervisor.
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IN AN EMERGENCY

TAKE ACTION

HOLD! In your room or area. Clear the halls.

STUDENTS ADULTS
Clear the hallways and remain in room or Close and lock the door
area until the “All Clear” is announced Account for students and adults

Do business as usual Do business as usual
SECURE! Get inside. Lock outside doors.

STUDENTS ADULTS

Return to inside of building Bring everyone indoors

Do business as usual Lock outside doors

Increase situational awareness
Account for students and adults
Do business as usual

LOCKDOWN! Locks, lights, out of sight.

STUDENTS ADULTS

Move away from sight Recover students from hallway if possible
Maintain silence Lock the classroom door

Do not open the door Turn out the lights

Move away from sight
Maintain silence

Do not open the door
Prepare to evade or defend

EVACUATE! (A location may be specified)

© 006

STUDENTS ADULTS
Leave stuff behind if required to Lead students to Evacuation location
If possible, bring your phone Account for students and adults
Follow instructions Notify if missing, extra or injured students
or adults
SHELTER! Hazard and safety strategy.
STUDENTS ADULTS
Use appropriate safety strategy Lead safety strategy
for the hazard Account for students and adults
Hazard Safety Strategy Notify if missing, extra or injured students
Tornado Evacuate to shelter area or adults
Hazmat Seal the room
Earthquake  Drop, cover and hold
Tsunami Get to high ground
N\
© Copyright 2009-2020, All Rights Reserved. The I Love U Guys” Foundation. Conifer, CO. The Standard Response Protocol and Logo are Trademarks of The *I Love U > STANDARD
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Conroe ISD Campus Directory

High Schools

Academy for Careers in Engineering
and Science

Headmaster: Dr. Michael K. Papadimitriou
27310 Oak Ridge School Road

Conroe, Texas 77385

832-482-6700 832-482-6706 (fax)

Academy for Science and Health
Professions

Principal: Melanie Bujnoch

3200 West Davis Street

Conroe, Texas 77304-2098
936-709-5731 936-709-5842 (fax)

Academy of Science and Technology
Headmaster: Dr. Debra Creel

3701 College Park Drive
The Woodlands, Texas 77384-4816
936-709-3250 936-709-3299 (fax)

Caney Creek HS

Principal: Dr. Terri Benson

13470 FM 1485

Conroe, Texas 77306-8119
936-709-2000 936-709-2099 (fax)

Conroe HS

Principal: Dr. Rotasha Smith

3200 West Davis Street

Conroe, Texas 77304-2098
936-709-5700 936-709-5655 (fax)

Conroe HS - 9th Grade Campus
Principal: Kevin Meyer

400 Sgt. Ed Holcomb Blvd. North
Conroe, Texas 77304-1177
936-709-4000 936-709-4099 (fax)

Grand Oaks HS

Principal: James Bush

4800 Riley Fuzzel

Spring, Texas 77386

281-939-0000 281-939-0099 (fax)

Oak Ridge HS

Principal: Shawn Almond

27330 Oak Ridge School Road

Conroe, Texas 77385-9042
832-592-5300 832-592-5544 (fax)

Oak Ridge HS - 9th Grade Campus
Principal: Shalanda Burks

27310 Oak Ridge School Road

Conroe, Texas 77385-9042
281-465-5000 281-465-5099 (fax)

The Woodlands HS

Principal: Dr. Ted Landry

6101 Research Forest Drive

The Woodlands, Texas 77381-6028
936-709-1200 936-709-1299 (fax)

The Woodlands HS - 9th Grade Campus
Principal: Deborah Shepard

10010 Branch Crossing Drive

The Woodlands, Texas 77382-2559
832-592-8200 832-592-8299 (fax)

The Woodlands College Park HS
Principal: Dr. Mark Murrell

3701 College Park Drive
The Woodlands, Texas 77384-4816

936-709-3000 936-709-3019 (fax)
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Washington High School

Principal: Nina Norman

507 Dr. Martin Luther King Place N.
Conroe, Texas 77301-3899
936-709-7400 936-709-7492 (fax)

Junior High Schools

Irons Junior High

Principal: Robert Macfarlane

16780 Needham Road

Conroe, Texas 77385-4300
936-709-8500 936-709-8599 (fax)

Knox Junior High

Principal: Dr. Stacey Moseley

12104 Sawmill Road

The Woodlands, Texas 77380-2198
832-592-8400 832-592-8410 (fax)

McCullough Junior High

Principal: Jill Houser

3800 S. Panther Creek Drive

The Woodlands, Texas 77381-2799
832-592-5100 832-592-5116 (fax)

Moorhead Junior High
Principal: Roberto Garcia
13715 Grangerland Road
Conroe, TX 77306

936-709-6000 936-709-6199 (fax)

Peet Junior High

Principal: Chris Kuempel

1895 Longmire Road

Conroe, Texas 77304

936-709-3700 936-709-3828 (fax)

Stockton Junior High

Principal: Dr. Carlton Todd

2750 Excellence Ave.

Conroe, Texas 77301

936-709-4500 936-709-4599 (fax)

York Junior High

Principal: Lindsay Ardoin

3515 Waterbend Cove

Spring, Texas 77386-3909
832-592-8600 832-592-8684 (fax)

Intermediate Schools

Bozman Intermediate

Principal: Joe Roland

800 Beach Airport Rd.

Conroe, Texas 77301-7166
936-709-1800 936-709-1899 (fax)

Clark Intermediate

Principal: Kenneth Shields

4182 Trench Lane

Spring, Texas 77386

281-939-0600 281-939-0699 (fax)

Collins Intermediate

Principal: Shelli LeBlanc

6020 Shadowbend Place

The Woodlands, Texas 77381-3143
281-298-3800 281-298-3803 (fax)

Cox Intermediate

Principal: Dr. Deborah Spoon

3333 Waterbend Cove

Spring, Texas 77386-3907
281-465-3200 281-465-3299 (fax)
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Cryar Intermediate

Principal: John McClendon

2375 Montgomery Park Boulevard
Conroe, Texas 77304-3594
936-709-7300 936-709-7313 (fax)

Grangerland Intermediate

Principal: Dr. Serena Pierson

16283 FM 3083

Conroe, Texas 77302-5143
936-709-3500 936-709-3565 (fax)

Mitchell Intermediate

Principal: Paula Klapesky

6800 Alden Bridge Drive

The Woodlands, Texas 77382-1375
832-592-8500 832-592-8518 (fax)

Travis Intermediate

Principal: Charita Smith

1100 North Thompson

Conroe, Texas 77301-1955
936-709-7000 936-709-7019 (fax)

Veterans Memorial Intermediate
Principal: Amber DeBeaumont

13475 FM 1485

Conroe, Texas 77306-8120
936-709-2400 936-709-2499 (fax)

Vogel Intermediate

Principal: Christa Haymark

27125 Geffert Wright

Spring, TX 77386-1821

832-663-4300 832-663-4399 (fax)

Wilkerson Intermediate

Principal: Joshua Hughes

12312 Sawmill Road

The Woodlands, Texas 77380-2197
832-592-8900 832-592-8910 (fax)

Elementary Schools

Anderson Elementary

Principal: Laura Quifiones Acevedo

1414 East Dallas

Conroe, Texas 77301-2100
936-709-5300 936-709-5312 (fax)

Armstrong Elementary

Principal: Theresa Waller

110 Gladstell Street

Conroe, Texas 77301-4237
936-709-3400 936-709-3415 (fax)

Austin Elementary

Principal: Katie Meaux

14796 Highway 105 East

Conroe, Texas 77306-5361
936-709-8400 936-709-8403 (fax)

Birnham Woods Elementary
Principal: Dr. Mikia Barnes

31150 Birnham Woods Dr.
Spring, TX 77386-7067
832-663-4200 832-663-4299 (fax)

+
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Bradley Elementary

Principal: Dr. Christine Butler

4200 Falls Lake Drive

Spring, TX 77386

832-482-6800 832-482-6899 (fax)

Broadway Elementary

Principal: Nikki Conley

2855 Spring Trails Bend

Spring, Texas 77386-1366
281-465-2900 281-465-2903 (fax)

Buckalew Elementary

Principal: Jill Price

4909 West Alden Bridge Drive

The Woodlands, Texas 77382-4420
281-465-3400 281-465-3499 (fax)

Bush Elementary

Principal: Elizabeth Thompson

7420 Crownridge Drive

The Woodlands, Texas 77382-1180
936-709-1600 936-709-1699 (fax)

Creighton Elementary

Principal: Patricia Thacker

12089 FM 1485

Conroe, Texas 77306-7441
936-709-2900 936-709-2999 (fax)

David Elementary

Principal: Lee Allen

5301 Shadowbend Place

The Woodlands, Texas 77381-4126
281-298-4700 281-298-4703 (fax)

Deretchin Elementary

Principal: Tina Oliver

11000 Merit Oaks Drive

The Woodlands, Texas 77382-4155
832-592-8700 832-592-8780 (fax)

Ford Elementary

Principal: Viviana Harris

25460 Richard Road

Spring, Texas 77386-1508
832-592-5700 832-592-5709 (fax)

Galatas Elementary

Principal: Denae Wilker

9001 Cochran’s Crossing Drive

The Woodlands, Texas 77381-6432
936-709-5000 936-709-5003 (fax)

Giesinger Elementary

Principal: Amy Barber

2323 White Oak Blvd.

Conroe, Texas 77304-3560
936-709-2600 936-709-2699 (fax)

Glen Loch Elementary

Principal: Kris Smith

27505 Glen Loch Drive

The Woodlands, Texas 77381-2913
281-298-4900 281-298-4903 (fax)

Gordon-Reed Elementary

Principal: Melissa Sciba

2045 McCaleb Rd.

Montgomery, Texas 77316
936-709-4800 936-709-4899 (fax)

Hailey Elementary

Principal: Tracy Horne

12051 Sawmill Road

The Woodlands, Texas 77380-2199
832-663-4100 832-663-4199 (fax)
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Hines Elementary

Principal: Erin Mathe

27980 Woodbridge Cove Dr.

Spring, TX 77386

281-939-0400 281-939-0499 (fax)

Hope Elementary

Principal: Christina Upshaw

14755 Granger Pines Way

Conroe, Texas 77304

936-709-4700 936-709-4799 (fax)

Houser Elementary

Principal: Liz Koehler

27370 Oak Ridge School Road

Conroe, Texas 77385-9042
832-663-4000 832-663-4076 (fax)

Houston Elementary
Principal: Chelsea Fuller

1000 North Thompson
Conroe, Texas 77301-1961
936-709-5100 936-709-5103 (fax)

Kaufman Elementary
Principal: Clinton Dulworth

2760 Northridge Forest Drive
Spring, Texas 77386-4080
832-592-5600 832-592-5617 (fax)

Lamar Elementary

Principal: Kristen Belcher

1300 Many Pines

The Woodlands, Texas 77380-1549
832-592-5800 832-592-5810 (fax)

Milam Elementary

Principal: Dr. Paola Gorman

16415 FM 3083

Conroe, Texas 77302-5147
936-709-5200 936-709-5203 (fax)

Oak Ridge Elementary

Principal: Tami Eldridge

19675 1-45 South

Conroe, Texas 77385-8762
832-592-5900 832-592-5968 (fax)

Patterson Elementary

Principal: Melissa Ralston

670 Beach Airport Road

Conroe, Texas 77301

936-709-4300 936-709-4399 (fax)

Powell Elementary
Principal: Erin Anderson

7332 Cochran’s Crossing Drive
The Woodlands, Texas 77381-6282
936-709-1700 936-709-1799 (fax)

Reaves Elementary

Principal: Nicole Walker

1717 North Loop 336 West

Conroe, Texas 77304-3509
936-709-5400 936-709-5407 (fax)

Rice Elementary

Principal: Dr. Denise Coello

904 Gladstell Street

Conroe, Texas 77304-2765
936-709-2700 936-709-2799 (fax)

Ride Elementary

Principal: Megan Burnham

4920 West Panther Creek Drive

The Woodlands, Texas 77381-2599
281-465-2800 281-465-2803 (fax)
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Runyan Elementary

Principal: Anel Salas Cardenas

1101 Foster Drive

Conroe, Texas 77301-5199
936-709-2800 936-709-2899 (fax)

San Jacinto Elementary

Principal: Dr. LaTory Jacobs

17601 FM 1314

Conroe, Texas 77302 -5901
281-465-7700 281-465-7799 (fax)

Snyder Elementary

Principal: Crystal Poncho

28601 Birnham Woods Dr.

Spring, Texas 77386

832-663-4400 832-663-4499 (fax)

Stewart Elementary

Principal: Dr. Julie English

680 Fish Creek Thoroughfare
Montgomery, Texas 77316
936-709-4200 936-709-4299 (fax)

Suchma Elementary

Principal: Jamie Almond

10261 Harper’s School Road

Conroe, Texas 77385

936-709-4400 936-709-4499 (fax)

Tough Elementary

Principal: Christina Julien

11660 Crane Brook Drive

The Woodlands, Texas 77382-5807
281-465-5900 281-465-5959 (fax)

Wilkinson Elementary

Principal: Cassie Hertzenberg

2575 Ed Kharbat

Conroe, Texas 77301-2368
936-709-1500 936-709-1599 (fax)

Virtual School

Vitual School: Grades 5-8
Principal: Dr. Anthony Livecchi
936-709-8010

*0
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Deane L. Sadler Administration/
Technology Center
3205 W. Davis ¢ Conroe, TX 77304
936-709-7751 936-709-9701 (fax)

Walter P. Jett
Teacher Training Center
19043 David Memorial Dr. ® Shenandoah, TX
936-709-8311

DAEP 936-709-8100
JJAEP 936-538-8168

2235 N. First St. ® Conroe, TX 77301
Principal: Jeff Eldridge

CONROE

INDEPENDENT
SCHOOL DISTRICT
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Conroe ISD Campus Locations

Caney Creek Zone
High School
31 Caney Creek High School
Junior High School
25 Moorhead Junior High A
Intermediate Schools
16 Grangerland Intermediate A
63 Veterans Memorial Intermediate
Elementary Schools
3 Austin Elementary A
6 Creighton Elementary AO
16 Milam Elementary A
62 Hope Elementary A
22 SanJacinto Elementary A

College Park Zone
High School
42 The Woodlands College Park HS and
Academy of Science & Technology
Junior High School
29 Knox Junior High
Intermediate Schools
23 Collins Intermediate
29A Wilkerson Intermediate A
Elementary Schools
4 Buckalew Elementary
7 David Elementary
9 Galatas Elementary
12 Hailey Elementary
13 Houser Elementary
15 Lamar Elementary AO
18 Powell Elementary
20 Ride Elementary

A Bilingual campus
O Dual Language Programs

Conroe ISD Substitute Handbook

Conroe Zone
34 Washington High School (9-12)

JDC Montgomery Co. Juvenile Detention Center

High School
36 Conroe High School and
Academy for Science & Health Professions
33 Conroe High School - 9th grade campus
Junior High School
56 Peet Junior High
49 Stockton Junior High
Intermediate Schools
49A Bozman Intermediate A
41 Cryar Intermediate A
14 Travis Intermediate A
Elementary Schools
1 Anderson Elementary AO
2 Armstrong Elementary A
10 Giesinger Elementary
64 Gordon-Reed Elementary
14 Houston Elementary A
49B Patterson Elementary A
27 Reaves Elementary A
19 Rice Elementary A
21 Runyan Elementary A
57 Stewart Elementary (K-6)
50 Wilkinson Elementary

24

Grand Oaks Zone
High School
59 Grand Oaks High School
Junior High School
46 York Junior High
Intermediate Schools
46 Cox Intermediate
60 Clark Intermediate
Elementary Schools
51 Birnham Woods Elementary
58 Bradley Elementary
45 Broadway Elementary
8 Ford Elementary
65 Hines Elementary
55 Snyder Elementary

Oak Ridge Zone

High School
37 Oak Ridge High School
37 Oak Ridge HS - 9th grade campus and
Academy for Careers in Engineering &
Science
Junior High School
54 Irons Junior High
Intermediate Schools
24 \Vogel Intermediate A
Elementary Schools
8 Ford Elementary A
13 Houser Elementary A
44 Kaufman Elementary
17 Oak Ridge Elementary A
61 Suchma Elementary (K-6)

The Woodlands Zone
High School
30 The Woodlands High School
38 The Woodlands HS - 9th grade campus
Junior High School
39 McCullough Junior High
Intermediate Schools
26 Mitchell Intermediate
29A Wilkerson Intermediate A
Elementary Schools
4 Buckalew Elementary
5 Bush Elementary
43 Deretchin Elementary (K-6) A O
9 Galatas Elementary
11 Glen Loch Elementary A
18 Powell Elementary
40 Tough Elementary (K-6)

% Deane L. Sadler Administration /
Technology Center
3205 West Davis * Conroe, Texas

€ Walter P. Jett Teacher Training Center
19043 David Memorial Dr. « Shenandoah, Texas

® DAEP and JJAEP
2235 N. First Street « Conroe, Texas
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Payroll Dates
Conroe Independent School District
2023-24 School Year

Pay Period Pay Date
1 07/23/23 - 08/05/23 09/01/23
2 08/06/23 - 08/19/23 09/15/23
3 08/20/23 - 09/02/23 09/29/23
4 09/03/23 - 09/16/23 10/13/23
5 09/17/23 - 09/30/23 11/01/23
6 10/01/23 - 10/14/23 11/15/23
7 10/15/23-10/28/23 12/01/23
8 10/29/23-11/11/23 12/06/23
9 11/12/23-11/25/23 12/13/23
10 11/26/23-12/09/23 01/12/24
11 12/10/23-12/30/23 02/01/24
12 12/31/23-01/20/24 02/15/24
13 01/21/24 - 02/03/24 03/01/24
14 02/04/24 - 02/17/24 03/07/24
15 02/18/24 - 03/02/24 03/28/24
16 03/03/24 - 03/23/24 04/15/24
17 03/24/24 - 04/06/24 05/01/24
18 04/07/24 - 04/20/24 05/15/24
19 04/21/24 - 05/04/24 05/31/24
20 05/05/24 - 05/18/24 06/13/24
21 05/19/24 - 06/08/24 07/01/24
22 06/09/24 - 06/22/24 07/15/24
23 06/23/24 - 07/06/24 08/01/24
24 07/07/24 - 07/20/24 08/15/24

Confirm all information with CISD Payroll
As of 4/28/23
TRS Notice

(Working as a Surcharge Substitute)

Notice to Employees Who Are Retired in the Teacher Retirement
System of Texas (TRS) after January 1, 2005.

When you choose to return to work as an employee in the Conroe
Independent School District, it may affect the status of your annuity
with TRS. Conroe ISD provides this information for guidance only
and any questions should be directed to TRS.

Definition of Substitute

TRS states that a substitute is a person who serves on a temporary
basis in the place of a current employee and that the substitutes
pay does not exceed the rate of pay for substitute work established
by the employer. If a TRS retiree is serving in the place of a current
employee, the retiree may serve as a substitute for an extended
period. There is no limit on the number of days a TRS retiree can
serve in that position as a substitute, although disability retirees
continue to be limited to 90 days of substitute service without loss
of benefits.

Definition of Vacancy

If a retiree is serving in a vacant position (no other person
currently holds the position), the retiree is not a “substitute” for
TRS return-to- work purposes. Vacancy positions can also include
tutoring, testing, or extra help. If the position is vacant, different
considerations apply. If a retiree is asked to serve in a vacant

Conroe ISD Substitute Handbook
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position, the retiree cannot be reported to TRS as a substitute. The
retiree must be reported either as a one-half time employee or as
a full-time employee.

If a retiree has worked previously in the same school year in a
substitute position, the work must be limited to one-half time

to avoid loss of any annuity. To be reported as one-half time, the
combination of the number of days of substitute service and the
number of days of work on a one-half time basis (or VACANCY),

in the same calendar month cannot exceed the number of days
available that month for work on a one-half time basis. Work for
any part of a day as a substitute or on a half-time basis will count
as a full day.

Combined One-Half Time Employment and Substitute
Service

The combination of the number of days of substitute service and
days of work on a one-half time basis in the same calendar month
cannot exceed the number of days available that month for work on
a one-half time basis. Work for any part of a day as a substitute or
on a half-time basis will count as a full day.

One-Half Time Employment Only

Working one-half time means that the employee does not work
more than one-half the time required for the full-time job for that
particular month. Any additional duties worked by one-half time
employees would be combined with actual time worked and would
exceed one-half time. An example would be a 50% employee who
also works on tutorials or other extra duties. The two combined
must not exceed one-half time to avoid loss of any annuity. Work
for any part of a day as a substitute or on a half-time basis will
count as a full day.

Because the number of working days in each month is not always
the same, the amount of time available to work may vary from
month to month. Please check the payroll schedule for the number
of working days in each month. A month-by-month guide of days
allowed will be provided by the Substitute Office, and is available on
the Substitute website. Note that the substitute may be required to
abide by this limitation based on either their EAR limitations and/or
surcharge limitations for the District.

Members Should Contact TRS Directly

Although TRS-covered employers are required to withhold TRS
member contributions from compensation paid to TRS-eligible
employees and submit the deposits and related reports to TRS, TRS
reporting entities are not the agents of TRS.

Members should contact TRS toll-free at 1-800-223-8778.
Counselors trained to respond to member questions will answer
the members’ questions or will forward the calls to a specialist for
assistance. Calls from the reporting entities are answered by TRS
staff trained to respond to questions from such entities regarding
employment eligible for membership, reports, and other issues
related to the contributions required from the employer. These
different perspectives can result in confusion to the member when
responses that are tailored to the needs of the reporting entity
are shared with an individual member. If TRS receives a question
from a member that requires additional information from the
employer, TRS will contact the reporting entity directly to request
the information.
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Days of Instruction Students Student Early Release
Students Teachers  Starting date August9 December 15
Holiday Workday Staff 1st Semester 84 92 Ending date May 23 May 23
for staff  development 2nd Semester 90 95
(No students)  (No students) 174 187 Staft Teacher Work Days
Total Days Starting date August 1 August 8
Ending date May 24 January 2
Grading Periods i
Inclement Early : t59 : Student Holidays May 24
weather day release st Semester LaborDay..............c.......... September 4
(Students) (Students) Grading period Ends Holiday October 6-9 Staff Developme nt
1st October 5 Holiday November 7 August 1-7 February 16
2nd December 15 Thanksgiving......... November 20 - 24 October 6 March 5
Report Cards 2nd Semester WinterBreak ............. Dec.18-Jan.2  November7 April 19
— . . Grading period Ends Martin Luther King, Jr. Day ........ Jan.15 Student Make_up Days
Individual campuses will report Ist March 8 Holiday ... February16 et
distribution date for report cards 2nd May 23 Presidents’ Day ... February 19 ;:ai‘ifer?i}'n‘;;:: g
after each grading period. Holiday ... March 5 Students o
SpringBreak................. March11-15 February 16
Holiday March 29 - April 1 v
Holiday ... April 19
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