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NONCERTIFIED PERSONNEL



8.1—NONCERTIFIED PERSONNEL SALARY SCHEDULE

Salary Schedules Attached.

Legal References: A.C.A. §6-17-2301

Date Adopted: May 13, 2008
Last Revised:



8.2— NONCERTIFIED PERSONNEL EVALUATIONS

It shall be the policy of the Mayflower Sch@aard to require that periodic evaluation of allpdoyees is
made, keeping the following principles in mind:

1. The primary purpose of evaluation is to improve kvor

2. Any employee who is being evaluated should b keformed about the results of such
evaluation; he/she should be advised of his/hengtpoints as well as his/her weak points, and
suggestions for the improvements of his/her wodusdhbe made if improvement is needed.

3. Evaluation of the work of the employee shalpbenarily the responsibility of the person in
charge of the building or buildings you are assigtee

4. Any employee who feels that his/her work imgegvaluated unfairly or incorrectly shall have
the right to appeal.

5. Evaluation records shall be treated as contiiglesnd shall be accessible to only those
members of the administrative staff designatechkySuperintendent.

6. Employees will be continuously evaluated onfttlewing code of conduct with the
maximum penalties listed in sequence.

Legal Reference: A.CA. §6-17-2301

Date Adopted: May 13, 2008
Last Revised:



8.3—EVALUATION OF NONCERTIFIED PERSONNEL BY RELATIV ES

No person shall be employed in, or assigned tosiign which would require that he be evaluatedrby
relative, by blood or marriage, including spouseept, child, grandparent, grandchild, sibling taumcle,
niece, nephew, or first cousin.

Date Adopted: May 13, 2008
Last Revised:



8.4— NONCERTIFIED EMPLOYEES DRUG TESTING

Scope of Policy

Each person hired for a position which allows quies that the employee operate any type of metucle
which is privately owned and operated for compémsabr which is owned, leased or otherwise operaye
or for the benefit of the District, and is operétathe transportation of children to or from sochar school
sponsored activity shall undergo a physical exainimancluding a drug test.

Methods of Testing

The collection, testing methods and standards lsbaétermined by the agency or other medical @a#ns
chosen by the School Board to conduct the colleetiml testing of samples. The drug and alcohoidgstto
be conducted by a laboratory certified pursuatitdanost recent guidelines issued by the Uniteg<Sta
Department of Health and Human Services for suglitiezs. (“Mandatory Guidelines for Federal Worapé
Drug Testing Programs”).

Definition

Safety sensitive function includes:

a. All time spent inspecting, servicing, and/or prepathe vehicle;

b. All time spent driving the vehicle;

c. All time spent loading or unloading the vehiclesopervising the loading or unloading of the vehiatel
d. All time spent repairing, obtaining assistanceeaoraining in attendance upon a disabled vehicle.

Reguirements

Employees shall be drug and alcohol free fromithe the employee is required to be ready to wotikthe
employee is relieved from the responsibility forfening work and/or any time they are performirgagety-
sensitive function. In addition to the testing lieepias an initial condition of employment, emplegyshall
submit to subsequent drug tests as required bsravor regulation. Subsequent testing includegoaisd
triggered by, but is not limited to:

1. Random tests;

2. Testing in conjunction with an accident;

3. Receiving a citation for a moving traffic violaticemd

4. Reasonable suspicion.

Prohibitions

A. No employee shall report for duty or remain on detuiring the performance of safety-sensitive tions
or any duties assigned by the school district wiakeng an alcohol concentration of 0.00 or greater

B. No employee shall use alcohol while performingtgagensitive functions or while on duty;

C. No employee shall perform safety-sensitive funetiarthin four (4) hours after using alcohol;



D. No driver required to take a post-accident alctégtlunder #2 above shall use alcohol for eighid8)s
following the accident or until he/she undergopest-accident alcohol test, whichever occurs first;

E. No employee shall refuse to submit to an alcohdhay test in conjunction with # 1,2, and/or 4 agov

F. No employee shall report for duty or remain on detyiring the performance of safety-sensitive ions
when using any controlled substance, except wrehpugsuant to the instructions of a licensed rakdic
practitioner, knowledgeable of the employee’s ggponsibilities, who has advised the employedtibat
substance will not adversely affect the employakeility to safely operate his/her vehicle or parfor
assigned duties. It is the employee’s respongikiliinform his/her supervisor of the employee's ok
such medication;

G. No employee shall report for duty, remain on dotyerform a safety-sensitive function if the emngp®
tests positive or has adulterated or substitutest @pecimen for controlled substances.

Violation of any of these prohibitions may leadlisciplinary action being taken against the emg@pyenich
could include suspension with or without pay, teation or non-renewal.

Testing for Cause

Drivers involved in an accident in which there Iess of another person’s life shall be testedlfayhol and
controlled substances as soon as practicable folidive accident. Drivers shall also be testedlfmhol
within eight (8) hours and for controlled substaneghin thirty two (32) hours following an accidéor
which they receive a citation for a moving trafficlation if the accident involved: 1) bodily injuto any
person who, as a result of the injury, immediatatgives medical treatment away from the scerfeof t
accident, or 2) one or more motor vehicles incisaing damage as a result of the accident requtine
motor vehicle to be transported away from the sbgraetow truck or other motor vehicle.

Refusal to Submit

Refusal to submit to an alcohol or controlled safist test means that the driver

e Failed to appear for any test within a reasonadsieg of time as determined by the employer cargist
with applicable Department of Transportation ageagulation;

Failed to remain at the testing site until thariggbrocess was completed;

Failed to provide a urine specimen for any requdired test;

Failed to provide a sufficient amount of urine withan adequate medical reason for the failure;
Failed to undergo a medical examination as dirdmtede Medical Review Officer as part of the
verification process for the previous listed reason

Failed or declined to submit to a second testltlee¢mployer or collector has directed the driveake;
e Failed to cooperate with any of the testing pro@ss/or

e Adulterated or substituted a test result as reppwgehe Medical Review Officer.

Consequences for Violations

Employees who engage in any conduct prohibitetiieyblicy, who refuse to take a required drugemtel
test, or who exceed the acceptable limits forébperctive tests shall no longer be allowed to pargafety-
sensitive functions. Actions regarding their camgith employment shall be taken in relation to thaibility to



perform these functions and could include suspengib or with out pay, termination or non-renewagiheir
contract of employment.

Legal Reference: A.C.A. §6-19-108
49 C.F.R. § 382-101 — 605
49 C.F.R. § part 40

Date Adopted: May 13, 2008
Last Revised:



8.5— NONCERTIFIED EMPLOYEES SICK LEAVE
Definitions

1. “Employee” is an employee of the District workin@@ more hours per week who is not required te hav
a teaching license as a condition of his employment

2. “Sick Leave” is absence from work due to illnessether by the employee or a member of the employee’
immediate family, or due to a death in the fanilye principal or assigned supervisor shall detesmin
whether sick leave will be approved on the basssd#ath outside the immediate family of the engdoy

3. “Current Sick Leave” means those days of sick léavtihie current contract year, which leave is gduat
the rate of one day of sick leave per month woriethajor part thereof.

4. “Accumulated Sick Leave” is the total of unused $gave, up to a maximum of one hundred twenty)(120
days accrued from previous contract, but not used.

5. “Immediate family” means an employee’s spousegdchérent, or any other relative provided the other
relative lives in the same household as the emgloye

Sick Leave

Sick leave may be used for funerals if it is theefal of an immediate family member. Such apmreiek
leave shall not exceed three days. A writtenrsietd from a recognized source needs to be prosfu®aing
proof of immediate family.

Pay for sick leave shall be at the employee’s daityof pay, which is that employee’s hourly Gdtpay times
the number of hours normally worked per day. Abseffar illness in excess of the employee’s accusdila
and current sick leave shall result in a dedudtmm the employee’s pay at the daily rate as defatmove.

For absences of three days or more the distrigiresga written statement from the employee’s pigssi
Failure to provide such documentation of illnedkresult in sick leave not being paid, or in disgail.

Excessive absenteeism, whatever the cause, tetéime éhat the employee is not carrying out higyassl

duties to the degree that the education of studetite efficient operation of a school or theridisis
substantially adversely affected (at the determoinatf the principal or Superintendent) may reisuttismissal.

Legal Reference: A.C.A. §6-17-1301 et seq.

Date Adopted: May 13, 2008
Last Revised:



8.5A—BUS DRIVERS' SICK LEAVE

A bus driver shall acquire sick leave at the rafeve (5) days a year (one-half day for each mantpart of
month worked). This leave may be accumulatedrexdmum not to exceed ten (10) days.

A bus driver may use accumulated sick leave ontage of personal iliness or illness in his imntedemily
which includes husband, wife, child, parent, paireifdaw, or other members of the family living hret
household of the employee.

A reasonable number of sick leave days may beinsled event of a death in the immediate family.

If a driver must miss his/her run for any reasoa dupervisor must be notified as soon as therdeatizes
he/she is not going to drive. The substituteddhivanake the run shall be paid by the Superinteisdaffice
at the same rate of pay as the regular driver fiamthey are substituting.

For absences other than those mentioned abovetideduor each day’'s absence shall be made frgufare
driver’s salary based on their daily rate of pay.

If a driver is subpoenaed to appear in any tymeoit, he/she shall be allowed to serve withogt dbpay.
For activity trips, drivers will be paid from stéotfinish of the trip, at an hourly rated deteredreach year.

Adopted: May 13, 2008
Revised:



8.6—NONCERTIFIED PERSONNEL SICK LEAVE BANK

The purpose of the Sick Leave Bank is to permitieyaes, upon approval by the Sick Leave Bank
Committee, to obtain in excess of accumulated amdrt sick leave, when the employee has exhaatsted
such leave. Only those employees who contributeet&ick Leave Bank shall be eligible to withdfemm
the leave bank.

This program in no way alters or modifies existiigjrict sick leave policy. It is intended to piseradditional
leave in a serious or catastrophic circumstanceenane currently exist or all other is exhausted.

A.

Eligibility
1. Employee of the Mayflower School District
2. Employed at least one (1) full year in the N&ayér School District
3. Shall have accumulated a minimum of nine(%) days
Enrollment
1. Application must be made in writing to supenmtent’s office
2. Must enroll by September 1
3. Each new member will be assessed one (1)esigk day
4, Membership continues until cancellation is maglstated in Sec. E
5. Membership is voluntary and withdrawal shauiein forfeiture of all days contributed
Maintenance
1. Assessment of the number of days in the siele lbank will be made at the beginning of each
school year
2. No more than one (1) sick leave day for tHels@ve bank will be assessed per year
3. The bank shall have a minimum of eighty (86} lave days at the beginning of each year
4. Unused days in the sick leave bank will casrywérd into the next fiscal year
Utilization
1. Used only by participating employees
2. Used only after participating employees sick personal leave have been exhausted
3. Used only for catastrophic illness or disgbditimmediate family members (defined as
spouse, child, parent, or any other relative ives in the same household as the employee
4. Shall be eligible to draw the following numbédays per year:
a. 1-10 years of membership.................... 10 days
b. 11-20 years of membership.................. 15 days
C. 21+ years of membership..................... 20 days
5. Each request will be made in writing to the sapendent’s office along with physician’s
statement
6. Alleged misuse of sick leave bank shall be ityat®d and upon finding of wrongdoing, the

employee shall repay all benefits drawn from thrkba



7. If a member is incapacitated, the committee na@gact necessary sick leave action
8. Sick leave bank days shall NOT be used for metpabsences associated with childbirth and
child rearing

Cancellation of Membership

1 Made in writing to the superintendent’s offiseSeptemberL

2. Shall not be eligible to withdraw sick leavgsieontributed

3 After cancellation, enrollment procedures asdeed in section B above, must be followed by
re-enrollment

Administrative

A seven (7) member committee
Must be a participating employee
Elected for three (3) year term
One (1) voting member will be appointed bysheerintendent
Shall elect a chairperson and vice chairperson
Chairperson shall call meeting with committéliwfive (5) school days when request is
recelved
7. A quorum will consist of four (4) members of twnmittee
8. Responsibilities of committee:
a. Establish procedure for approving application
b. Monitor sick leave bank
c Establish the assessment each year
d. Investigate alleged misuse
e Perform other duties as necessary
9. The Sick Bank Committee will consist of (2) ifiexd staff participating members from each
campus, two (2) classified staff participating merslfrom the District, and one (1) participating
member that will be selected by the Superintendent
10. As positions become available (move from Ristretirement, etc.), positions will be filled
according to the guidelines stated above

ok wNE

Withdrawals

If the information provided to the committee ignteed by a majority of the committee to be sufficien
the committed may require additional informatioleny the employee’s request, at its discretion

The committee shall have the authority to gradtjece or deny any request; however, the committee
may grant no request, nor may any granted timelbmayithdrawn, when the employee accepts
retirement; is eligible for Social Security Disdljlor other disability insurance or the employee
returns to work

10



Legal Reference:

Date Adopted:
Last Revised:

A.C.A8 6-17-08

May 13, 2008

11



8.7--NONCERTIFIED EMPLOYEES PERSONAL LEAVE

At the beginning of every contract year full-timmpoyees (working 20 or more hours per week) wikive
two (2) days of personal leave regardless of theyeu of accumulated days. An employee may talsepar
leave when he/she must be absent from work foomeashich do not entitle the employee to takelsiake.
Any portion of these two (2) days leave not useatiwa school year will be carried over and camandate
up to a maximum of five days. At the end of thetiaxt year, any unused personal leave days waitdmkted
to sick leave.

Any employee desiring to take personal leave magodny making a written request to his supervisiaiaat
twenty-four (24) hours prior to the time of theuegted leave. The twenty-four hour requirementipeay
waived by the supervisor in an emergency whenupergisor deems it appropriate.

Personal leave may not be taken the day befohe alaly after a holiday unless an emergency exists.

Date Adopted: May 13, 2008
Last Revised: June 9, 2008

12



8.8— NONCERTIFIED EMPLOYEES PROFESSIONAL LEAVE

“Professional Leave” is paid leave granted forimoose of enabling an employee to participate in
professional activities (e.g., workshops or serangrofessional committees) which improve theurasibnal
program or the employee’s ability to perform hiseki Any employee seeking professional leave mage a
written request to his immediate supervisor, geforth the information necessary for the supentzmake
an informed decision. The supervisor’s decisi@uigect to review and overruling by the Superirngahd

Applications for professional leave should be neglsoon as possible following the employee’s disugia
need for such leave, but, in any case, no lesswite(2) weeks before the requested leave is o jaég
possible.

During such approved leave, the employee’s payrebigbe deducted. If a substitute is needed dsiich
approved leave, the District shall pay the fulk @ishe substitute.

Budgeting concerns may always be taken into camagide in reviewing a request for professional éeav

Date Adopted: May 13, 2008
Last Revised:

13



8.9—PUBLIC OFFICE — NONCERTIFIED PERSONNEL

An employee of the District who is elected to thikalsas General Assembly or any elective or appeint
public office (not legally constitutionally incosgent with employment by a public school diststill not be
discharged or demoted as a result of such service.

No paid leave will be granted for the employeeldigpation in such public office. The employee mageive
pay for personal leave or vacation (if applicatiepproved in advance by the Superintendentngunis
absence.

Prior to taking leave, and as soon as possiblethfieeed for such leave is discerned by the grepldie must
make written request for leave to the Superintendetting out, to the degree possible, the datdsleave is
needed.

An employee who fraudulently requests sick leavé® purpose of taking leave to serve in pubfic@imay
be subject to nonrenewal or termination of his egrpkent contract.

Legal Reference: A.CA. §86-17-115

Date Adopted: May 13, 2008
Last Revised:
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8.10—JURY DUTY — NONCERTIFIED PERSONNEL

Employees are not subject to discharge, losslofeswe, loss of vacation time or any other perthaltyto
absence from work for jury duty, upon giving reasua notice to the District through the employee’s
immediate supervisor.

The employee must present the original (not a cayoydmons to jury duty to his supervisor in ordexaiafirm

the reason for the requested absence.

Employees shall receive their regular pay frondikteict while serving jury duty.

Legal Reference: A.C.A. 816-31-106

Date Adopted: May 13, 2008
Last Revised:

15



8.11—OVERTIME, COMPTIME, and COMPLYING WITH FLSA

The Mayflower School District shall comply with geportions of the Fair Labor Standards Act tHate¢o
the operation of public schools. The act requirasdovered employees be compensated for all rauked
at greater than or equal to the applicable minimage for work weeks of less than or equal to 4@hdu
also requires that employees be compensated ferweaaks of greater than 40 hours at 1 1/2 times the
regular rate of pay either monetaahthrough compensatory time.

Definitions

Overtimeis hours worked in excess of 40 per work week. @rsation given for houret worked such as
for holidays or sick days doot count in determining hours worked per workweek.

Workweekis the seven day consecutive period of time frar@@midnight orSundaynight. Each workweek
is independent of every other workweek for the psef determining the number of hours worked laad t
remuneration entitled to by the employee for theehy

ExemptEmployeesre those employees who are not covered undeL 8. They include administrators
and professional employees such as teachers, tmsnearses, and supervisafgly employee who is unsure
of their coverage status should consult with tretriot’'s Administration.

CoverecEmployeegalso defined as non-exempt employees) are tinggleyees who are not exempt,
generally termed noncertified, and include busedsivclerical workers, maintenance personnel, diasts,
transportation workers, receptionists, paraprasaesis, food service workers, secretaries, and lempis.

RegularRateof Payincludes all forms of remuneration for employnmemd shall be expressedaashourly
rate. For those employees previously paid on aydadais, the salary shall be converted to anyourl
equivalent. Employees shall be paid for each aad/déwour worked.

Employment Relationships

The District does not have an employment relatipristihe following instances.

Between the District and student teachers;

Between the District and its students;

Between the District and individuals who as a jpu#irvice volunteer or donate their time to thevidis
without expectation or promise of compensation.

PN

The District does not have a joint employmentiaahip in the following instances.

1. Between the District and off-duty policemen or digsuwho are hired on a part-time basis for sgcurit
purposes or crowd control. The District is sepdrata and acts independently of other governmental
entities.

2. Between the District and any agency contractedtaifinovide transportation services, security sesyior
other services.

16



Hours Worked

Employees shall be compensated for all the timedterequired to be on duty and shall be paidiféiours
worked each workweek. Employees shall accuratetydehe hours they work each week.

The District shall determine the manner to be byeginployees to accurately record the hours thely. \lEach
employee shall record the exact time they commamdeease work including meal breaks. Employees
arriving early may socialize with fellow workers avare off the clock, but shall not commence working
without first recording their starting time.

Employees shall sign in/clock in where they stantkvand sign out/clock out at the site where tleage
working.Employees who do not start and end their workd#yesgame site shall carry a time card or sheet
with them to accurately record their times. Theglighrn in their time sheets or cards to their iedimte
supervisor no later than the following Monday megrafter reviewing them to be sure that they atelyra
reflect their hours worked for that week.

Each employee is to personally record his or hertones. Any employee who signs in or out (or who
punches a time clock) for another employee or vgke another employee to do so for him or her will b
dismissed.

Employees whose normal workweek is less than 46 tama who work more than their normal number of
hours in a given workweek may, at the District'sap be given compensatory time for the hours tinerked
in excess of their normal workweek in lieu of thregular rate pay. Compensatory time given infttasner
shall be subject to the same conditions regardiagnaulation and use as compensatory time giveeurof
overtime pay. Prior approval must be obtainedbyrhmediate supervisor. This can be overturgede
Superintendent

Breaks and Meals

Each employee working more than 20 hours per wesgkise provided two, paid, 15 minute duty freeakise
per workday.

Meal periods which are less than 30 minutes irtltemgin which the employee is not relieved of dary
compensableEmployees with a bona fide meal period shall Ineptetely relieved of their duty to allow them
to eat their meal which they may do away from tiveirk site, in the school cafeteria, or in a braada.

Action that requires extra compensation requines approval from the immediate supervisor andagan
overturned by the Superintendent.

The employee shall not engage in any work for tis&i€t during meal breaks except in rare and qufest
emergencies.

Overtime

Covered employees shall be compensated at ntihdess.5 times his or her regular rate of paylfdraars

17



worked over 40 in a workweekvertime compensation shall be computed on the bithe hours worked in
each week and may not be waived by either the gewlor the District. Overtime compensation shapidid
on the next regular payday for the period in wiitehovertime was earned.

Employees working two or more jobs for the Distaictifferent rates of pay shall be paid overtitree a
weighted average of the differing wagébis shall be determined by dividing the totaltagremuneration for
all hours worked by the number of hours workedhat tveek to arrive at the weighted average. Olhhaa
rate is then multiplied times the number of houpsked over 40 to arrive at the overtime compensaie

Provided the employee and the District have aemrgigreement or understanding before the work is
performed, compensatory time off may be awardédurof overtime pay for hours worked over 40 in a
workweek and shall be awarded on a one-and-on€thit?) time basis for each hour of overtime wdrke

The District reserves the right to determinewfilt award compensatory time in lieu of monetary fa the
overtime worked. The maximum number of compensétouys an employee may accumulate at a time is 20.
The employee must be able to take the compensmbtaryff within a reasonable period of time thatas

unduly disruptive to the District.

An employee whose employment is terminated wittDiiserict, whether by the District or the emplogbaill
receive monetary compensation for unused compepnsiate. Of the following methods, the one thatdge
the greatest money for the employee shall be used.

1. The average regular rate received by the emplay@edhe last 3 years of employment. Or

2. The final regular rate received by the employee.

Overtime Authorization

There will be instances where the district’'s nemaigssitate an employee work overtime. It is trerd®
desire to keep overtime worked to a minimum. Tditate this, employees shall receive authorizatiom
their supervisor in advance of working overtimesgtdn the rare instance when it is unforeseen and
unavoidable.

All overtime worked will be paid in accordance witle provisions of the FLSA, but unless the overtmas
pre-approved or fit into the exceptions noted jrgsty, disciplinary action must be taken for fagltw follow
District policy. In extreme and repeated casesiglisary action could include the termination e t
employee.

Leave Requests

All covered employees shall submit a leave redoast prior to taking the leave if possible. If, doe
unforeseen or emergency circumstances, advanastegms not possible the leave form shall be tumtd
day the employee returns to work. Unless spedifigeanted by the Board for special circumstaribes,
reason necessitating the leave must fall withitridigolicy.

Payment for leave could be delayed or not ocaur émployee fails to turn in the required leavefor
Leave may be taken in a minimum of 4 hour increment

18



Record Keeping and Postings

The District shall keep and maintain records agired) by the FLSA for the period of timexjuired by the act.
The District shall display minimum wage posters retemployees can readily observe tflem.
Cooperation with Enforcement Officials

All records relating to the FLSA shall be availdiokeinspection by, and District employees shatiprate
fully with, officials from the DOL and/or its authped representatives in the performance of tbbs jelating
to:

1. Investigating and gathering data regarding the sydgrirs, and other conditions and practices of

employment;
2. Entering, inspecting, and/or transcribing the psesiand its records;
3. Questioning employees and investigating such &sdise inspectors deem necessary to determinearvheth
any person has violated any provision of the FLSA.

Legal References: : 29 USC § 206(a), ACA §6-17-2203
: 29 USC § 207(a)(1), 29 CFR § 778.100
: 29 USC § 207(0), 29 CFR 8§ 553.50
: 29 CFR §778.218(a)
: 29 CFR §778.105

29 USC § 213(a), 29 CFR 88 541 et seq.
: 29 USC § 207(e), 29 CFR § 778.108
: 29 CFR 88 785.9, 785.16

29 CFR §516.2(7)

29 CFR 88 785.1 et seq.
: ACA §6-17-2205
: 29 CFR 88 785.19
: 29 USC § 207(a), 29 CFR § 778.100, 29 USC § 2079TFR 88 553.20 — 553.32
: 29 CFR § 778.106
: 29 USC § 207(g)(2), 29 CFR § 778.115

29 USC § 207(0)(2)(A), 29 CFR 8§ 553.23
: 29 CFR §553.20
: 29 USC § 207(0)(4), 29 CFR § 553.27
29 USC § 211(c), 29 CFR 88 516.2, 516.3, 553.50
: 29 CFR §516.4
: 29 CFR 88 516.5, 516.6
: 29 USC § 211(a)(b)

< CcH®»WXOUVTOZZITrrXR&.-OIT N MOO @ >

Date Adopted: May 13, 2008
Last Revised:
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8.12— NONCERTIFIED PERSONNEL OUTSIDE EMPLOYMENT

An employee of the District may not be employedrng other capacity during regular working hours.

An employee may not accept employment outsidesadiktrict employment which will interfere, or otivse
be incompatible with the District employment, irtihg normal duties outside the regular work day:shall

an employee accept other employment which is iagoiptte for an employee of a public school.

The Superintendent, or his designee(s), shalldpensible for determining whether outside employnsen
incompatible, conflicting, or inappropriate.

Legal Reference: A.C.A. 8 6-24-106, 107, 111

Date Adopted: May 13, 2008
Last Revised:
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8.13— NONCERTIFIED PERSONNEL EMPLOYMENT

All prospective employees must fill out an appl@aform provided by the District, in addition toyaresume
provided, all of which information is to be pladedhe personnel file of those employed.

If the employee provides false or misleading infatiom, or if he withholds information to the sarffedt, it
may be grounds for dismissal.

The Mayflower School District is an equal opportyiemployer and shall not discriminate on the gdsuf
race, color, religion, national origin, sex, agedisability.

Date Adopted: May 13, 2008
Last Revised:
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8.14— NONCERTIFIED PERSONNEL REIMBURSEMENT OF TRAVE L
EXPENSES

Employees shall be reimbursed for personal andéeeltexpenses incurred while performing duties or
attending workshops or other employment-relatedtifoms, provided that prior written approt@t the activity
for which the employee seeks reimbursement hasrbeeived from the Superintendent, principal (beot
immediate supervision with the authority to makest approvals), or the appropriate designee of the
Superintendent.

It is the responsibility of the employee to detererthe appropriate supervisor from which he mustiob
approval.

Reimbursement claims must be made on forms protagéak District and must be supported by apprapria

original receipts. Copies of receipts or other daeutation are not acceptable, except in extraggdina
circumstances.

Date Adopted: May 13, 2008
Last Revised:
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8.15— NONCERTIFIED PERSONNEL TOBACCO USE

Smoking or the use of tobacco, or products conigitaibacco in any form, in or on any property owoed
leased by the district, including buses or othieoskvehicles, is prohibited.

Violation of this policy by employees shall be grds for disciplinary action up to, and includingnaissal.

Legal Reference: A.C.A. § 6-21-609

Date Adopted: May 13, 2008
Last Revised:
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8.16—DRESS OF NONCERTIFIED EMPLOYEES

Employees shall ensure that their dress and ajpoesgiee professional and appropriate to theiriposit This
is determined by their immediate supervisor ancefuendent.

Date Adopted: May 13, 2008
Last Revised:
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8.17— NONCERTIFIED PERSONNEL POLITICALACTIVITY

Employees are free to engage in political actmitiside of work hours and to the extent that isdus affect
the performance of their duties or adversely affepbrtant working relationships.

It is specifically forbidden for employees to engiagpolitical activities on the school groundsioring work
hours. The following activities are forbidden ohea property:

1.

2.

3.

Using students for preparation or disseminaticzaoipaign materials;

Distributing political materials;

Distributing or otherwise seeking signatures oitipes of any kind;

Posting political materials; and

Discussing political matters with students, inatraf the classroom, in other than circumstances

appropriate to the employee’s responsibilitiebéostudents and where a legitimate pedagogicalreas
exists.

Date Adopted: May 13, 2008
Last Revised:
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8.18---NONCERTIFIED PERSONNEL DEBTS

Removed from Policy.

Date Adopted: May 13, 2008
Last Revised: June 9, 2008
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8.19— NONCERTIFIED PERSONNEL GRIEVANCES

The purpose of this policy is to provide an ordpriycess for employees to resolve, at the lowesilge level,
their concerns related to the personnel policisslary payments of this district.

Definitions

Grievancea claim or concern related to the interpretatipplication, or claimed violation of the personnel
policies, including salary schedules, federalatedaws and regulations, or terms or conditiorsgsloyment,
raised by an individual employee of this schodtidis Other matters for which the means of regmiuare
provided or foreclosed by statute or administrainaeedures shall not be considered grievancesifiSaky,
no grievance may be entertained against a supeiigirecting, instructing, reprimanding, or “tmg up” an
employee under his/her supervisiéngroup of employees who have the same grievaagdila a group
grievance.

Group GrievanceA grievance may be filed as a group grievaniteneets the following criteria: (meeting the
criteria does not ensure that the subject of tieeamce is, in fact, grievable)

1. More than one individual has interest in the madied

2. The group has a well-defined common interest iffisitis and/or circumstances of the grievance; and

3. The group has designated an employee spokespers@et with administration and/or the board; and
4. All individuals within the group are requesting #ame relief.

Employee any person employed under a written contradbisysthool district.

Immediate Supervisothe person immediately superior to an employezdifects and supervises the work of
that employee.

Working day Any weekday other than a holiday whether or met&mployee under the provisions of their
contract is scheduled to work or whether they anently under contract.

Process

Level One An employee who believes that he/she has a gieevshall inform that employee’s immediate
supervisor that the employee has a potential grevand discuss the matter with the supervisomite
working days of the occurrence of the grievance. Stpervisor shall offer the employee an oppoytamit
have a witness or representative who is not a maohbige employee’s immediate family present at the
conference. (The five-day requirement does noydpprievances concerning back pay.) If the gneeas
not advanced to Level Two within five working dégtowing the conference, the matter will be cons
resolved and the employee shall have no furthietrigh respect to said grievance.

If the grievance cannot be resolved by the immedigpervisor, the employee can advance the grievanc
Level Two. To do this, the employee must completedp half of the Level Two Grievance Form witlve
working days of the discussion with the immediafgesvisor, citing the manner in which the specific
personnel policy was violated that has given ashe grievance, and submit the Grievance Forristiodn
immediate supervisor. The supervisor will haveterking days to respond to the grievance usingdtiem
half of the Level Two Grievance Form which he/slilesibmit to the building principal or, in the exte¢hat
the employee’s immediate supervisor is the builgimggipal, the superintendent.
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Level Two (when appeal is to the building prindpaipon receipt of a Level Two Grievance Form, the
building principal will have ten working days tdeclule a conference with the employee filing thevgnce.
The principal shall offer the employee an oppotyuio have a witness or representative who is notmber
of the employee’s immediate family present at tbanference. After the conference, the principtlhaie ten
working days in which to deliver a written respottsthe grievance to the employee. If the grievasoet
advanced to Level Three within five working days thatter will be considered resolved and the eraploy
shall have no further right with respect to saievgince.

Level Two (when appeal is to the superintendéigpn receipt of a Level Two Grievance Form, the
superintendent will have ten working days to scleedeonference with the employee filing the gneea The
superintendent shall offer the employee an oppgrtimmhave a witness or representative who iemember
of the employee’s immediate family present at tbanference. After the conference, the superintevaié
have ten working days in which to deliver a writtesponse to the grievance to the employee.

Level Threelf the proper recipient of the Level Two Grievaneas the building principal, and the employee
remains unsatisfied with the written responsedatievance, the employee may advance the grietatize
superintendent by submitting a copy of the Leveb Taievance Form and the principal’s reply to the
superintendent within five working days of his/heeipt of the principal’s reply. The superinterideti have
ten working days to schedule a conference witletijgloyee filing the grievance. The superintendesit s
offer the employee an opportunity to have a witoesspresentative who is not a member of the eyaple
immediate family present at their conference. rAfte conference, the superintendent will havevanking
days in which to deliver a written response tagtevance to the employee.

Appeal to the Board of Director8n employee who remains unsatisfied by the writtsponse of the
superintendent may appeal the superintendent’'sioletd the Board of Education within five workidgys of
his/her receipt of the Superintendent’s writtepoase by submitting a written request for a boasatihg to
the superintendent. If the grievance is not apddalthe Board of Directors within five working dagf his/her
receipt of the superintendent’s response, the meti&e considered resolved and the employeé shak no
further right with respect to said grievance.

The school board will address the grievance atgikeregular meeting of the school board, unless th
employee agrees in writing to an alternate datthéhearing. After reviewing the Level Two Griesarfrorm
and the superintendent’s reply, the board willdedithe grievance, on its face, is grievable uddsrict
policy. If the grievance is presented as a “graigvgnce,” the Board shall first determine if tioenposition of
the group meets the definition of a “group grieahif the Board determines that it is a group\griee, the
Board shall then determine whether the matterdassgrievable. If the Board rules the compositbtine
group does not meet the definition of a group grnee, or the grievance, whether group or indivjdsiaot
grievable, the matter shall be considered closaividuals within the disallowed group may chotuse
subsequently refile their grievance as an indiligadavance beginning with Level One of the progdsthe
Board rules the grievance to be grievable, thelyisaediately commence a hearing on the grievahite.
parties have the right to representation by a pestieir own choosing who is not a member of the
employee’s immediate family at the appeal heareigrb the Board of Directors. The employee shait e
less than 90 minutes to present his/her grievarteath parties shall have the opportunity to jriessed
guestion witnesses. The hearing shall be opee faublic unless the employee requests a privatmbeth the
hearing is open, the parent or guardian of angstuthder the age of eighteen years who givesit@sji may
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elect to have the student’s testimony given inetlaession. At the conclusion of the hearinggitéparing was
closed, the Board of Directors may excuse allggmdxcept board members and deliberate, by thesaselv
the hearing. At the conclusion of an open heabogyd deliberations shall also be in open sessil@ssithe
board is deliberating the employment, appointnpntotion, demotion, disciplining, or resignatidrite
employee. A decision on the grievance shall bewamenl no later than the next regular board meeting.

Records
Records related to grievances will be filed sepiraind will not be kept in, or made part of, teespnnel file
of any employee.

Reprisals

No reprisals of any kind will be taken or toleragginst any employee because he/she has fileldan@ed a
grievance under this policy.

Legal Reference: ACA §6-17-208, 210

Date Adopted: May 13, 2008
Last Revised:
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8.19F—LEVEL TWO GRIEVANCE FORM - NONCERTIFIED

Name:

Date submitted to supervisor:

Noncertified Personnel Policy grievance is basetup

Grievance (be specific):

What would resolve your grievance?

Supervisor's Response

Date submitted to recipient:

Date Adopted: May 13, 2008
Last Revised:
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8.20— NONCERTIFIED PERSONNEL SEXUAL HARASSMENT

The Mayflower School District is committed to hay@n academic and work environment in which all
students and employees are treated with respedigmity. Student achievement and amicable working
relationships are best attained in an atmosphemguall educational and employment opportunityishiaee of
discrimination. Sexual harassment is a form ofritisoation that undermines the integrity of the @tional
environment and will not be tolerated.

Believing that prevention is the best policy, tigtridt will periodically inform students and empés about
the nature of sexual harassment, the proceduresgietering a complaint, and the possible rednegss
available. The information will stress that theraisdoes not tolerate sexual harassment andttidnts and
employees can report inappropriate behavior af@es@ature without fear of adverse consequences.

It shall be a violation of this policy for any semd or employee to be subjected to, or to subjethar person
to, sexual harassment as defined in this policy.@mployee found, after an investigation, to hangaged in
sexual harassment will be subject to disciplinatipa up to, and including, termination.

Sexual harassment refers to unwelcome sexual agljarquests for sexual favors, or other personally
offensive verbal, visual, or physical conduct eégual nature made by someone under any of theviod
conditions:

1. Submission to the conduct is made, either explioitimplicitly, a term or condition of an individlis
education or employment;

2. Submission to, or rejection of, such conduct biéividual is used as the basis for academic or
employment decisions affecting that individual;/and

3. Such conduct has the purpose or effect of sulataimiterfering with an individual’'s academic ook
performance or creates an intimidating, hostileflensive academic or work environment.

The terms “intimidating,” “hostile,” and “offensiVenclude conduct of a sexual nature which haffet of
humiliation or embarrassment and is sufficientlyese, persistent, or pervasive that it limits tiielent’s or
employee’s ability to participate in, or benefurfr, an educational program or activity or their Eympent
environment.

Within the educational or work environment, sexushssment is prohibited between any of the fatigwi
students; employees and students; non-employeesduaights; employees; employees and non-employees.

Actionable sexual harassment is generally estaldliglinen an individual is exposed to a pattern of
objectionable behaviors or when a single, seriotis aommitted. What is, or is not, sexual harasgrwill
depend upon all of the surrounding circumstancegeBding upon such circumstances, examples oflsexua
harassment include, but are not are not limitedrtavelcome touching; crude jokes or pictures; disioms of
sexual experiences; pressure for sexual actiatfynidation by words, actions, insults, or namérngglteasing
related to sexual characteristics; and spreadmgnairelated to a person’s alleged sexual actvitie

Employees who believe they have been subjectextmsharassment are encouraged to file a complaint
contacting their immediate supervisor, administratoTitle IX coordinator who will assist themtime
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complaint process. Under no circumstances shalirgoioyee be required to first report allegationsesiial
harassment to a school contact person if thatpersioe individual who is accused of the harassriterthe
extent possible, complaints will be treated inrfidential manner. Limited disclosure may be nemgss
order to complete a thorough investigation.

Employees who file a complaint of sexual harassmvéintot be subject to retaliation or reprisahiny form.

Employees who knowingly fabricate allegations afssharassment shall be subject to disciplinaigraap
to and including termination.

Individuals who withhold information, purposely pige inaccurate facts, or otherwise hinder an iyegsn
of sexual harassment shall be subject to disciglaetion up to and including termination.

Legal References: Title IX of the Education Amendtsef 1972, 20 USC 1681, et seq.
Title VII of the Civil Rights Act of 1964, 42 WUS2000-¢, et seq.
ACA §6-15-1005 (b) (1)

Date Adopted: May 13, 2008
Last Revised:
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8.21— NONCERTIFIED PERSONNEL SUPERVISION OF STUDENTS

All District personnel are expected to consciesfipaxecute their responsibilities to promote thalth, safety,
and welfare of the District’s students under tbare. The Superintendent shall direct all prinsipakstablish
regulations ensuring adequate supervision of stsitfoughout the school day and at extracurriadgwities.

Date Adopted: May 13, 2008
Last Revised:
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8.22— NONCERTIFIED PERSONNEL COMPUTER USE POLICY

The Mayflower School District provides computerd/ancomputer Internet access for many employees, t
assist employees in performing work related tdskgployees are advised that they emjoyexpectation of
privacy in any aspect of their computer use, includingiearad that under Arkansas law, both email and
computer use records maintained by the districtangect to disclosure under the Freedom of Infooma\ct.

Passwords or security procedures are to be utdigedsigned, and confidentiality of student recaating to
personnel is to be maintained at all times. Emgieyaust not disable or bypass security procediisesyse
passwords to other staff members or studentsant sfudents access to any computer not desigoated
student use. It is the policy of this school diste equip each computer with Internet filteriogsare
designed to prevent users from accessing matetastharmful to minors. The designated Distretinology
Administrator or designee may authorize the disglaf the filter to enable access by an adult fuoraa fide
research or other lawful purpose.

Employees who misuse district-owned computersymay, including excessive personal use, using
computers for personal use during work or insipaeti time, using computers to violate any othecpol
knowingly or negligently allowing unauthorized a&geor using the computers to access or creatallyexu
explicit or pornographic text or graphics, will gadisciplinary action, up to and including termimar non-
renewal of the employment contract.

Legal References: 20 USC 6801 et seg. (Childratésriet Protection Act; PL 106-554)
A.CA. §6-21-107
A.CA. §6-21-111

Date Adopted: May 13, 2008
Last Revised:
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8.22F—NONCERTIFIED PERSONNEL INTERNET USE AGREEMENT

Name (Please Print)

School Date

The School District agrees to alt@retmployee identified above (“Employee”) to use th
district’s technology to access the Internet utiakefollowing terms and conditions:

1. Conditional PrivilegeThe Employee’s use of the district's accessedriternet is a privilege conditioned on
the Employee’s abiding by this agreement.

2. Acceptable Us&'he Employee agrees that in using the Distriicternet access he/she will obey all federal
and state laws and regulations. Internet accessvgled as an aid to employees to enable theiettier b
perform their job responsibilities. Under no ciraiamces shall an Employee’s use of the District&ghet
access interfere with, or detract from, the peréorce of his/her job-related duties.

3. Penalties for Improper Udéthe Employee violates this agreement and rasti®e Internet, the Employee
shall be subject to disciplinary action up andudirlg termination.

4. “Misuse of the District’'s access to the Interimetiudes, but is not limited to, the following
a. using the Internet for any activities deemed lestidcene, vulgar, or pornographic as defined by
prevailing community standards;

b. using abusive or profane language in private messagthe system; or using the system to harass,
insult, or verbally attack others;
posting anonymous messages on the system;
using encryption software;
wasteful use of limited resources provided by sl including paper;
causing congestion of the network through lengtiwrdoads of files;
vandalizing data of another user;
obtaining or sending information which could bedusemake destructive devices such as guns,
weapons, bombs, explosives, or fireworks;
gaining or attempting to gain unauthorized acaesssburces or files;
identifying oneself with another person’s nameasswvord or using an account or password of another
user without proper authorization;
using the network for financial or commercial gaithout district permission;
theft or vandalism of data, equipment, or intellatproperty;

. invading the privacy of individuals;

using the Internet for any illegal activity, incing computer hacking and copyright or intellectual
property law violations;
introducing a virus to, or otherwise improperly f@nng with, the system;
degrading or disrupting equipment or system peidioce;
creating a web page or associating a web pageheittchool or school district without proper
authorization;

S@ "o e

— —

537 x

o

LT

35



r. attempting to gain access or gaining access tergtuecords, grades, or files of students not uheer
jurisdiction;

S. providing access to the District’s Internet Acdessnauthorized individuals; or

t. taking part in any activity related to Internet udech creates a clear and present danger of the
substantial disruption of the orderly operatiothefdistrict or any of its schools;

u. making unauthorized copies of computer software.

v. personal use of computers during instructional.time

5. Liability for debts Staff shall be liable for any and all costs (delstcurred through their use of the District’s
computers or the Internet including penalties émytight violations.

6. No Expectation of Privacyhe Employee signing below agrees that in usiadgriternet through the
District’s access, he/she waives any right to pyitee Employee may have for such use. The Emphyees
that the district may monitor the Employee’s ustmefDistrict’s Internet Access and may also exaralh
system activities the Employee participates inyding but not limited to e-mail, voice, and video
transmissions, to ensure proper use of the system.

7. SignatureThe Employee, who has signed below, has readdhegement and agrees to be bound by its term:
and conditions.

Employee’s Signature: Date

Note: This policy is similar to Policy 3.28F. If youatge this policy, review 3.28F at the same tinengure
applicable consistency between the two.

Date Adopted: May 13, 2008
Last Revised:
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8.23— NONCERTIFIED PERSONNEL FAMILY MEDICAL LEAVE
Eligibility

The Mayflower School District will grant up to twel (12) weeks of leave in accordance with the Famil
Medical Leave Act of 1993 (FMLA) to its employeeBmhave been employed by the District for at least
twelve (12) months and for 1250 hours of servigenduhe twelve (12) month period immediately pdeog
the commencement of the leave. The twelve (12) mmeriod of eligibility shall begin on the firstighday of
the school year. Leave will be granted for one arenof the following reasons:

1. Because of the birth of a son or daughter of thei@me and in order to care for such son or dagghte
2. Because of the placement of a son or daughtettvetemployee for adoption or foster care;

3. Inorder to care for the spouse, or a son, daygintparent, of the employee, if such spouse,daarghter,
or parent has a serious health condition; and

4. Because of a serious health condition that makesnttployee unable to perform the functions of the
position of such employee.

The entitlement to leave for reasons 1 and 2 labede shall expire at the end of the twelve (1@)tmperiod
beginning on the date of such birth or placement.

If both the husband and wife are employed by tsieictiand entitled to leave as defined aboveDiktict
may, as determined by the needs of the Distnatt, their leave to a combined total of twelve (M@eks when
taken for reasons 1 or 2 listed above or to car@ fiarent with a serious health condition.

Notice by Employees

Foreseeablé\Vhen the need for leave is foreseeable, the esgloyist provide the District with at least thirty
(30) days advance notice before the leave is o éthirty (30) days is not practicable, suctbasause of a
lack of knowledge of approximately when the leailEbs required to begin, notice must be givencamsas
practicable. As soon as practicable means as sdmwitlapossible and practical, taking into accallaf the
facts and circumstances in the individual case.

When the need for leave is for reasons 3 or 4ll@teve, the employee should provide a medicaicaion
from a health care provider supporting the neetbéwe at the time the notice for leave is givemnust
provide certification at least fifteen (15) day®pto the date the leave is to begin.

Failure by the employee to give thirty (30) daysagamay delay the taking of FMLA leave until agethirty
(30) days after the date the employee providesantatithe District.

UnforeseeablédVhen the approximate timing of the need for laavet foreseeable, an employee shall

provide the District notice of the need for leases@on as practicable given the facts and circmestaf the
particular case. Ordinarily, the employee shalintite District within two (2) working days of le@ang of the
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need for leave, except in extraordinary circumssmdere such notice is not feasible. Notice maydaded
in person, by telephone, telegraph, fax, or otleetrenic means.

Medical Certification

The required medical certification from a licenggdgcticing health care provider of the need fol ANeave
for reasons 3 or 4 listed above shall include #te dn which the serious health condition begamptbbable
duration of the condition, and the appropriate cadiacts within the knowledge of the health caiciper
regarding the condition. For reason 4 listed abixs;ertification must include a statement thaetmployee
is unable to perform the required functions ofaisposition.

Second Opinionin any case where the District has reason totdbelvalidity of the certification provided, the
District may require, at its expense, the empléyedotain the opinion of a second health care geovi
designated or approved by the employer. If thergkopinion differs from the first, the District megquire, at
its expense, the employee to obtain a third opiim@n a health care provider agreed upon by betibtktrict
and the employee. The opinion of the third healtk provider shall be considered final and be baxdpon
both the District and the employee.

Recertification The District may request the employee obtairtartiication, at the employees expense, no
more often than every thirty (30) days unless emearve of the following circumstances apply;

a. The employee requests an extension of leave;
b. Circumstances described by the previous certiicdtave changed significantly; and/or
c. The District receives information that casts daydan the continuing validity of the certification.

The employee must provide the recertification imuwe than fifteen (15) calendar days after thé&iEtis
request.

No second or third opinion on recertification mayreéquired.
Concurrent Leave

The District requires employees to substitute apji@able accrued leave for any part of the twél& week
period of FMLA leave. All FMLA leave is unpaid uskesubstituted by applicable accrued leave.

Workers CompensatioffMLA leave may run concurrently with a workershgpensation absence when the
injury is one that meets the criteria for a serlweth condition.

Health Insurance Coverage

The District shall maintain coverage under any gtoealth plan for the duration of FMLA leave thepéwgee
takes at the level and under the conditions coeesagld have been provided if the employee hadregd in
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active employment with the District. The employemains responsible for any portion of premium
payments customarily paid by the employee. Wheargaid FMLA leave, it is the employee’s
responsibility to submit their portion of the co$tthe group health plan coverage to the District’
business office on or before it would be made byqadeduction.

If an employee gives unequivocal notice of intentta return to work, or if the employment relaghip would
have terminated if the employee had not taken Fidate the district’s obligation to maintain hedlémefits
ceases.

If the employee fails to return from leave after pleriod of leave to which the employee was ethiitbes
expired, the District may recover the premiumsitipo maintain health care coverage unless:

a. The employees fails to return to work due to thioaation, reoccurrence, or onset of a serioutrhea
condition that entitles the employee to leave uretesons 3 or 4 listed above; and/or

b. Other circumstances exist beyond the employeetsaton

Circumstances under “a” listed above shall befieety a licensed, practicing health care prowdeifying
the employee’s inability to return to work.

Reporting Requirements During Leave

Employees shall inform the District every two wedlisng FMLA leave of their current status andnihte
return to work.

Return to Work

Medical Certification An employee who has taken FMLA leave under redssiated above shall provide the
District with certification from a health care pider that the employee is able to resume work.

Return to Previous PositibAn employee returning from FMLA leave is entittedoe returned to the same
position the employee held when leave commenced aor equivalent position with equivalent bengfitsy,
and other terms and conditions of employment. Anvedent position must involve the same or substint
similar duties and responsibilities, which musagsubstantially equivalent skill, effort, and laarity. The
employee may not be restored to a position reguadiditional licensure or certification.

Failure to Return to Workn the event that an employee is unable ortfailsturn to work, the Superintendent
will make a determination at that time regardirggdbcumented need for a severance of the employetact
due to the inability of the employee to fulfill tresponsibilities and requirements of their comtrac

Intermittent Leave

The District will honor employee requests for intétent leave as prescribed by the FMLA and thairathe
best interests of the District.
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Policy

The provisions of this policy are intended to bnie with the provisions of the FMLA. If any coicf{s) exist,
the Family Medical Leave Act of 1993 shall govern.

Note: This policy is similar to Policy 3.32. If you afige this policy, review 3.32 at the same time suen
applicable consistency between the two.

Legal References: 29 USC 2601 et seq.
29 CFR 825.100 et seq.

Date Adopted: May 13, 2008
Last Revised:
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8.24—SCHOOL BUS DRIVER'S USE OF CELL PHONES

Any driver of a motor vehicle which is privately ned and operated for compensation, or which is dwne
leased or otherwise operated by, or for the bewfefie District, and is operated for the transymm of
children to or from school or school sponsoredigthall not operate a cell phone unless theclets safely
off the road with the parking brake engaged.

Legal Reference: A.CA.8§6-19-120
ADE Rules and Regulations Governing Mobile Phoregg$y School Bus Drivers

Date Adopted: May 13, 2008
Last Revised:
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8.25— NONCERTIFIED PERSONNEL CELL PHONE USE

Use of cell phones or other electronic communioat®vices by employees during their designated ek
is strictly forbidden unless specifically approwe@ddvance by the superintendent, building princgraheir
designees.

Date Adopted: May 13, 2008
Last Revised:
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8.26—NONCERTIFIED PERSONNEL RESPONSIBILITIES GOVERN ING
BULLYING

School employees who have witnessed, or are seligormed that, a student has been a victim dyiogl as
defined in this policy, including a single actiohiwh if allowed to continue would constitute bullgj shall
report the incident(s) to the principal. The pgatior his/her designee shall be responsible ¥&siigating the
incident(s) to determine if disciplinary actiorwiarranted.

District staff are required to help enforce implatagon of the district’s anti-bullying policy. Thukstrict's
definition of bullying is included below. Studemiio bully another person are to be held accountablieir
actions whether they occur on school groundsgbifi@ grounds at a school-sponsored or school-aggpro
function, activity, or event; or going to or frocheol or a school activity. Students are encoursmegport
behavior they consider to be bullying, includirgiragle action which if allowed to continue wouldhsttute
bullying, to their teacher, staff member, or thiédmg principal. The report may be made anonympousl
Definition:

Bullying is any pattern of behavior by a studenf group of students, that is intended to hargssjdate,
ridicule, humiliate, or instill fear in another Ichor group of children. Bullying behavior can bénieat of, or
actual, physical harm or it can be verbal abu#fesothild. Bullying also includes unacceptable bigina
identified in this policy which is electronicallahsmitted. Bullying is a series of recurring agicommitted
over a period of time directed toward one studerdiiccessive, separate actions directed agaitigilenu
students.

Examples of "Bullying" may include but are not lied to a pattern of behavior involving one or nairtne
following:

1. Sarcastic "compliments" about another studentsopet appearance,

2. Pointed questions intended to embarrass or husiliat

3. Mocking, taunting or belittling,

4. Non-verbal threats and/or intimidation such asttirg” or “chesting” a person,

5. Demeaning humor relating to a student’s race, geeticity or personal characteristics,
6. Blackmail, extortion, demands for protection moaegther involuntary donations or loans,
7. Blocking access to school property or facilities,

8. Deliberate physical contact or injury to persoproperty,

9. Stealing or hiding books or belongings, and/or

10. Threats of harm to student(s), possessions, arsothe
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Legal Reference:

Date Adopted:
Last Revised:

A.CA. §6-18-514

May 13, 2008
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8.27—NONCERTIFIED PERSONNEL LEAVE — INJURY FROM ASS AULT

Any staff member who, while in the course of tleenployment, is injured by an assault or other piclet;
while intervening in a student fight; while restiag a student; or while protecting a student flr@mm, shall
be granted a leave of absence for up to one (Ljrgeathe date of the injury, with full pay.

A leave of absence granted under this policy slaaibe charged to the staff member’s sick leave.

In order to obtain leave under this policy, théf stember must present documentation of the irfjam a
physician, with an estimate for time of recoverffigient to enable the staff member to return takyand

written statements from witnesses (or other doctetien as appropriate to a given incident) to ptbe¢the
incident occurred in the course of the staff meral@enployment.

Legal Reference: A.C.A. §6-17-1308

Date Adopted: May 13, 2008
Last Revised:
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8.28— DRUG FREE WORKPLACE - NONCERTIFIED PERSONNEL

The conduct of district staff plays a vital roldhe social and behavioral development of our siisdé is
equally important that the staff have a safe, hiedliand professional environment in which to wdré help
promote both interests, the district shall haveig tee workplace. It is, therefore, the distsigblicy that
district employees are prohibited from the unlawfainufacture, distribution, dispensation, possessiaise
of controlled substances, illegal drugs, inhalashol, as well as inappropriate or illegal ugerescription
drugs. Such actions are prohibited both while akwoin the performance of official duties whili district
property; violations of this policy will subjectalemployee to discipline, up to and including teation.

Should any employee be found to have been undefilence of, or in illegal possession of, angghl drug
or controlled substance or under the influencécohal, whether or not engaged in any school avaeh
related activity, and the behavior of the emploifesder the influence, is such that it is inajgpiate for a
school employee in the opinion of the superintefidem employee may be subject to discipline, b
including termination.

Possession, use or distribution of drug parapheimakany employee, whether or not engaged in $dnoo
school-related activities, may subject the emplogetscipline, up to and including terminationsBession in
one’s vehicle or in an area subject to the emplsygemtrol will be considered to be possessioh@sgh the
substance were on the employee’s person.

It shall not be necessary for an employee to teskeael demonstrating intoxication by any sulistan order
to be subject to the terms of this policy. Any$bgl manifestation of being under the influenca sfibstance
may subject an employee to the terms of this polldyose physical manifestations include, but atdimited
to: unsteadiness; slurred speech; dilated or acestpupils; incoherent and/or irrational speectie
presence of an odor associated with a prohibitestaoce on one’s breath or clothing.

Should an employee desire to provide the Distriitt thie results of a blood, breath or urine ansjygich
results will be taken into account by the Disimialy if the sample is provided within a time ratiggt could
provide meaningful results and only by a testirgnag chosen or approved by the District. The Bisthall
not request that the employee be tested, and ple@sx for such voluntary testing shall be borrtady
employee.

Any employee who is charged with a violation of atate or federal law relating to the possess&mpu
distribution of illegal drugs, other controlled stances or alcohol, or of drug paraphernalia, mat#y his
immediate supervisor within five (5) week days (Monday through Friday, inclusive, excluding daifs) of
being so charged. The supervisor who is notiffexdich a charge shall notify the Superintendentediately.
If the supervisor is not available to the employee employee shall notify the Superintendent withe five
(5) day period.

Any employee so charged is subject to disciplipgpwand including termination. However, the falaf an

employee to notify his supervisor or the Superthdan of having been so charged shall result iretimgioyee
being recommended for termination by the Supedietet
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Any employee convicted of any criminal drug statitéation for an offense that occurred while atkvor in
the performance of official duties while off distrproperty shall report the conviction within Secalar days to
the superintendent. Within 10 days of receivindnwatification, whether from the employee or arheot
source, the district shall notify federal grantaggncies from which it receives funds of the cdiornc
Compliance with these requirements and prohibit®nsandatory and is a condition of employment.

Any employee convicted of any state or federalrkslating to the possession, use or distributiatepfal
drugs, other controlled substances or alcohof, drug paraphernalia, shall be recommended forietion.

Any employee who must take prescription medicatidhe direction of the employee’s physician, ahd i8
impaired by the prescription medication such tkeatdnnot properly perform his duties shall notgfpo

duty. Any employee who reports for duty and isspdired, as determined by his supervisor, willdre s
home. The employee shall be given sick leave, @bany. The District or employee will provide
transportation for the employee, and the employsemat leave campus while operating any vehitlis. the
responsibility of the employee to contact his phigsi in order to adjust the medication, if possitethat the
employee may return to his job unimpaired. Shtinddemployee attempt to return to work while inmgzhiy
prescription medications, for which the employegdprescription, he will, again, be sent homegareh sick
leave, if owed anyShould the employee attempt to return to workenihilpaired by prescription medication a
third time the employee may be subject to dis@plup to and including a recommendation of ternanat

Any employee who possesses, uses, distributesiodes the influence of a prescription medicatiotained
by a means other than his own current prescriphaii be treated as though he was in possessgsegsion
with intent to deliver, or under the influence, efican illegal substance. An illegal drug or othdostance is
one which is (a) not legally obtainable; or (b) arch is legally obtainable, but which has beeiabd
illegally. The District may require an employegtovide proof from his physician and/or pharmabiat the
employee is lawfully able to receive such medicatiBailure to provide such proof, to the satigfacbf the
Superintendent, may result in discipline, up toiaoliding a recommendation of termination.

Legal References: 41 USC § 702, 703, and 706

Date Adopted: May 13, 2008
Last Revised:
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8.28F—DRUG FREE WORKPLACE POLICY ACKNOWLEDGEMENT

CERTIFICATION

|, hereby certify that | have been presented witbpy of the District’s drug-free
workplace policy, that | have read the statemeoatlaat | will abide by its terms as a conditiomyf
employment with District.

Signature

Date
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8.29—REQUIREMENTS FOR PARAPROFESSIONALS

No Child Left Behind (NCLB) requires that Title dgaprofessionals who have any student instructcaomahct
be “highly qualified.” This requires that, at a imiim, they shall have:

completed at least 2 years of study at an instituif higher education;

obtained an associate's (or higher) degree;

taken and passed the Parapro Assessment Testrwttiey are highly qualified; or
satisfied any other state or federal requiremergdoaprofessionals to be “highly qualified.”

PN

New employees hired as paraprofessionals are eédnihave met the qualifications criteria as @ialin
condition for employment. Title | paraprofessional® have any student instructional contact already
employed by the district as of January 8, 2002 iveisible to meet the qualifications criteria byudayn 1,
2006.

The superintendent shall determine if, in his odpaion, a paraprofessional employed by theiclitrior to
January 8, 2002 may be reasonably expected tfy shdigequirements imposed by NCLB or state
requirements by January 1, 2006. No later thate88 prior to each paraprofessional’s contract
commencement date the superintendent shall natijppofessional employees deemed unlikely to patisf
NCLB and/or state requirements that they are rergmmended for non-renewal. In the event that,
subsequent to contract renewal, the superinteddemines the paraprofessional employee doeseawitthe
definition of “highly qualified,” it shall be grands for termination of the paraprofessional’s @wttof
employment.

An exception to the highly qualified requiremerftBIGLB is allowed for paraprofessionals who ardipient
in English and a language other than English arwprdvide services primarily to enhance the ppeieon of

children in programs served under Title | by acie@ translator; or whose duties consist solatprducting
parental involvement activities consistent withrisguirements of NCLB.

Legal Reference: 20 USC § 6319(c)(d)(e)

Date Adopted: May 13, 2008
Last Revised:
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8.30—NONCERTIFIED PERSONNEL REDUCTION IN FORCE

SECTION ONE

The School Board acknowledges its authority to aond reduction in force (RIF) when a decrease in
enrollment or other reason(s) make such a reduntioessary or desirable. A RIF will be conductedthe
need for a reduction in the work force exceedsidinmal rate of attrition for that portion of thaféthat is in
excess of the needs of the district as determmpéublsuperintendent.

In effecting a reduction in force, the primary goafl the school district shall be: what is in thetlinterests of
the students; to maintain accreditation in compéanith the Standards of Accreditation for Arkarf2ablic
Schools and/or the North Central Association; hadheeds of the district. A reduction in force vl
implemented when the superintendent determineadvisable to do so and shall be effected throagh
renewal, termination, or both. Any reduction irceowill be conducted by evaluating the needs @mgkland
short-term goals of the school district in relatiothe staffing of the district.

If a reduction in force becomes necessary, thesRalf be conducted separately for each occupatiategory
of classified personnel identified within the detton the basis of each employee’s years of serVioe
employee within each occupational category withehst years of experience will be laid off fifdhe
employee with the most years of employment in istect as compared to other employees in the same
category shall be laid off last. In the event émaployees within a given occupational category tiawsame
length of service to the district the one withéadier hire date, based on date of board actitirevail.

All credited years of service must be verified bguments on file with the District by October Xta# current
school year. All non-certified employees shall reea listing of the personnel within their categoryhwi
corresponding point totals. Upon receipt of thediach employee has ten (10) working days witlichvto
appeal his or her assignment of points with themsendent whose decision shall be final.

Total years of service to the district shall inélubn-continuous years of service; in other wadgmployee
who left the district and returned later will hdlke total years of service counted, from all period
employment. Working fewer than 120 days in a scheat shall not constitute a year. Length of sewi@
certified position shall not count for the purpogkength of service for a non-certified positidihere is no
right or implied right for any employee to “bump”displace any other employee. This specificallysdaot
allow a certified employee who might wish to assanotassified position to displace a classifiedleyge.

Pursuant to any reduction in force brought abowtdmgolidation or annexation and as a part dfetstlaries
of all employees will be brought into compliancgdpartial RIF if necessary, with the receivirgriit's
salary schedule. Further adjustments will be mfddegth of contract or job assignments changyéartial
RIF may also be conducted in conjunction with afyrpassignment whether or not it is conducteelation
to an annexation or consolidation.

If an employee is non-renewed under this policygrtehe shall be offered an opportunity to fileeancy for
which he or she is qualified for a period of upao (2) years. The non-renewed employee sha#idadled for
a period of two (2) years in reverse order ofdlyeff to any position for which he or she is quedif Notice of
vacancies to non-renewed employees shall be bjecemail and they shall have 10 working days fribn
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date that the notification is received in whiclatoept the offer of a position. A lack of respamsa non-
renewed employee’s refusal of a position shalttkeedlistrict’s obligation to replace the laid-affigloyee.

SECTION TWO

The employees of any school district which annéxes consolidates with, the Mayflower Districtlvae
subject to dismissal or retention at the discreadidhe school board, on the recommendation of the
superintendent, solely on the basis of need fdér smployees on the part of the Mayflower Distii@ny, at
the time of the annexation or consolidation, ohivininety (90) days after the effective date efahnexation
or consolidation. The need for any employee oétimexed or consolidated school district shall bercned
solely by the superintendent and school boardedfAfwyflower District.

Such employees will not be considered as havingamgrity within the Mayflower District and maytno
claim an entittement under a reduction in forcary position held by a Mayflower District employsr to,
or at the time of, or prior to the expiration afiety (90) days after the consolidation or annematiche
notification provision below is undertaken by toperintendent.

The superintendent shall mail or have hand-delivitre notification to such employee of his intamtio
recommend non-renewal or termination pursuantedaction in force within ninety (90) days of ttiteetive
date of the annexation or consolidation in ordeiffiect the provisions of this section of the Mawider
District’s reduction-in-force policy. Any such elopees who are non-renewed or terminated pursoiant t
Section Two are not subject to recall. Any suchleyees shall be paid at the rate for each persdimeo
appropriate level on the salary schedule of thexaethor consolidated district during those nin@®y flays
and/or through the completion of the reductionaircé process.

This subsection of the reduction-in-force policglkhot be interpreted to provide that the supenidént must
wait ninety (90) days from the effective date ef #imnexation or consolidation in order to issudicetion of
his intention to recommend dismissal through reolaéh-force, but merely that the superintendestthat
period of time in which to issue notification sad@be able to invoke the provisions of this sectio

The intention of this section is to ensure thas¢hidayflower District employees who are employéaol po the
annexation or consolidation shall not be displdiyeeimployees of the annexed or consolidated diliric
application of the reduction-in-force policy.

Legal Reference: A.C.A. § 6-17-2407

Date Adopted: May 13, 2008
Last Revised:
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8.31—NONCERTIFIED PERSONNEL TERMINATION AND NON-REN EWAL

For procedures relating to the termination andneaewal of noncertified employees, please reféredublic
School Employee Fair Hearing Act A.C.A. § 6-17-1#@bugh 1705. The Act specifically is not made p
of this policy by this reference.

A copy of the code is available in the office @ phrincipal of each school building.

Legal reference: A.CA. §6-17-2301

Date Adopted: May 13, 2008
Last Revised:
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8.32—NONCERTIFIED PERSONNEL ASSIGNMENTS

Appointments, insofar as possible, shall be madgpfecific positions with the concurrence of the
Superintendent, Principal, and supervisors conderne

The Board of Education reserves the right to assige-assign an employee to any position withemstystem
provided the employee has the training, experiamgequalifications to make a worthwhile contribatio
his/her assigned field. The employee’s prefershad be taken into consideration whenever feasible

Transfers may be necessary in the interest ofegfig and economy. Transfers may originate with th

administration, principal, or the employee. Thepry consideration for transfers shall be the seéthe
school district.

Date Adopted: May 13, 2008
Last Revised:

53



8.33—NONCERTIFIED PERSONNEL SCHOOL CALENDAR

The superintendent shall present to the PPC alstddendar which the board has adopted as a pilopbsa
Superintendent, in developing the calendar, sbedi@ and consider recommendations from any stafiloer
or group wishing to make calendar proposals. Tl $brall have the time prescribed by law and/ocpati
which to make any suggested changes before the tvagrvote to adopt the calendar.

The Mayflower School District shall operate by tiagendar adopted by the School Board and is locatdae
school web site.

Legal Reference: A.C.A. §6-17-2301

Date Adopted: May 13, 2008
Last Revised:
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8.34—NONCERTIFIED PERSONNEL MILITARY LEAVE

Military leave shall be granted to any noncertifietison who is inducted into or who enlists foivaamilitary
service in time of war or other national emergen@ccordance with the provisions of the Act of gress
requiring universal military service for meetinglsemergency. Leave shall be granted without pay o
benefits.

Military leave shall be granted to any noncertifigtison who is a member of a National Guard orriResnit
ordered to active duty by a proper authority iroegtance with current lay. Leave shall be grantiftbut pay
or benefits.

Military leave shall be granted to any noncertifigtison serving short term assignments for a resigit’or
the National Guard provide the noncertified pesdimits evidence that the short term assignment is
mandatory and the other than on contracted sahaml Leave shall be granted without pay or benefit

In addition to any and all other days off provid@dschool district employees, up to two(2) addgilcdays

with pay will be available for those employees witimediate family who are under deployment ordaramy
overseas or war-time military assignment. Thege ddl be named Military Deployment Days.

Date Adopted: May 13, 2008
Last Revised:
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8.35—NONCERTIFIED VACATION TIME

All full-time twelve month employees shall be alledwacation time with full pay at the rate of cheday per
contracted month, beginning with the first dayropoyment to a maximum of ten (10) days.

Vacation time earned for a school year must betag@ugust 18 of each year with the exception of the
custodians whose vacation time must be taken toadeand third weeks following the close of sclidhe
summer. The Superintendent has the right to rdstehthese at his/her discretion and in the besest of the
school. There shall be no accumulation of vacaitioa beyond this date.

Any employee whose job responsibility involves climntact with the students will not be allowetiéoon
vacation during the days students are in school.

Permission for vacation shall be obtained by suimgia written request through the employee’s imated
supervisor to the Superintendent.

The Superintendent may deny an employee’s requesti/acation day if such absence would , in the
Superintendent’s opinion, be disruptive to the atioal process or hinder the operation of theacho

Adopted: May 13, 2008
Revised:
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8.36—NONCERTIFIED RESIGNATIONS

Removed from Policy.

Adopted: July 1, 1992
Revised: May 13, 2008
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8.37—NONCERTIFIED SICK LEAVE REIMBURSEMENT AT RETIR EMENT

All noncertified personnel who have been empldiiedast ten (10) years in the Mayflower Schootriais

and who retire under the Arkansas Teacher RetiteBystem or the Arkansas Public Employees Retiremen
System with at least twenty-five (25) years tataVise, or, are vested with ten (10) years seauckage 60,
shall be eligible to receive payment for unusekils@ave that has been accumulated.

The method of reimbursement will be as follows:

Daily salary times .35 (35%) times the numbemofsed sick days (up to a maximum of 120 days)

Adopted: May 13, 2008
Revised:
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8.38—NONCERTIFIED BEREAVEMENT LEAVE

In addition to sick/personal leave, any full-tinmpoyee shall be allowed five (5) days of bereaverieave
upon suffering the death of a spouse, your or gpouse’s child, grandchild, parent, or sibling anel day
upon the death of a grandparefthout loss of pay or sick days.

Adopted: May 13, 2008
Revised: June 19, 2008
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8.39—NONCERTIFIED RETIREMENT

All noncertified employees including secretariédgs, tutors, custodians, bus drivers, mainteramddunch room
personnel shall be members of the Arkansas TeRettieement System as required by law.

The choice to being a contributory member (witmesuirate of gross salary being contributed t@yiseem) or that of
being a non-certified member is provided to eacttexdified employee.

Adopted: May 13, 2008
Revised:
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8.40—PAY PERIODS

Employees shall be employed for an appropriate eunfidays based on the job description and netbe of
School District. Bus drivers will be employed fonumber of days to be determined annually.

The annual salaries of personnel shall be paisiénty-four (24) equal installments to be paid @dh and
20" of each month excluding bus drivers which willdaéd nineteen (19) equal installments. In the evisn
employee’s contract being terminated due to debatimge in family residence, or other personabreas
proper adjustment will be made to carry out reguinets of the contract in regard to amount duego th
employee.

In the event of the death of an employee who igucmhtract, compensation will be made in the arrioure
determined based on accumulated sick leave the@geegdhas to his/her credit and his/her daily ripayp

Date Adopted: May 13, 2008
Last Revised:
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