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Employee Handbook Receipt/Acknowledgement

Please note that the employee handbook receipt will be completed electronically.
(Example below) Employees will have to click on the Viewed & Acknowledged check
box and then digitally sign and date the form. The document will be stored digitally in
your electronic personnel file. If you have any questions, please contact Human
Resources. *See example below.

Employee Handbook Receipt/Acknowledgement

| hereby acknowledge viewing and reading (online) the GISD Employee Handbook and will abide by the standards, policies, and
procedures defined or referenced in this document.

. Employees must access and review the handbook on the
Garland 1SD Website.

In addition, a hard copy of the handbook may be accessed either in the supervisors' office or in a school library.

The information in this handbook is subject to change. | understand that changes in district policies may supersede, modify, or
render obsolete the information summarized in this handbook. As the district provides updated policy information, | accept
responsibility for reading and abiding by the changes provided in the online version.

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

| understand that | have an obligation to inform my supervisor or department head of any changes in personal information, such as
phone number, address, etc. | also accept responsibility for contacting my supervisor or Human Resources if | have questions or
concerns or need further explanation.

NOTE:

If you would like a copy of your Employee Handbook Receipt, please print, email, or download a copy after you press the submit
button below.

Employee Handbook *
Viewed & Acknowledge



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 Assistant Superintendent of Human
Resources, Box 104.

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 non-contract 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.

District policies can be accessed online at:
POLICY ONLINE (https://pol.tasb.org/Home/Index/364) and are also located in the

office of the Chief Leadership & Academic Officer, where they are available for
employee review during normal working hours.



http://pol.tasb.org/Home/Index/364
https://pol.tasb.org/Home/Index/364
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ELEMENTARY SCHOOLS

1

10

11

12

13

14

15

16

17

18

41

19

20

21

22

Abbett Elementary School

730 W. Muirfield Road, Garland 75044

(972) 675-3000 Cc-7
Armstrong Elementary School

4750 Ben Davis Road, Sachse 75048

(972) 414-7480 D-6
Back Elementary School

7300 Bluebonnet Drive, Rowlett 75089

(972) 475-1884 E-5
Beaver Technology Center

for Math & Science

3232 March Lane, Garland 75042

(972) 494-8301 B-5

Bradfield Elementary School

3817 Bucknell Drive, Garland 75042

(972) 494-8303 A-5
Bullock Elementary School

3909 Edgewood Drive, Garland 75042

(972) 494-8308 A-4
Caldwell Elementary School

3400 Saturn Road, Garland 75041

(972) 926-2500

Carver Elementary School

2200 Wynn Joyce Road, Garland, 75043
(972) 487-4415 D-2

Centerville Elementary School
600 Keen Road, Garland 75041
(972) 926-2510

Classical Center at

Vial Elementary School

126 Creekview Drive, Garland 75043
(972) 240-3710 D-1
Club Hill Elementary School

1330 Colonel Drive, Garland 75043

(972) 926-2520 D-3

Cooper Elementary School

1200 Kingsbridge Drive, Garland 75040
(972) 675-3010 C-5
Couch Elementary School

4349 Waterhouse Boulevard, Garland 75043
(972) 240-1801 F-2

Daugherty Elementary School
500 W. Miller Road, Garland 75041
(972) 926-2530

Davis Elementary School

1621 McCallum Drive, Garland 75042
(972) 494-8205 B-5
Dorsey Elementary School

6200 Dexham Road, Rowlett 75089

(972) 463-5595 E-4
Ethridge Elementary School

2301 Sam Houston Drive, Garland 75044
(972) 675-3020 B-5

Freeman Elementary School

1220 Walnut Street, Garland 75040

(972) 494-8371 C-4
Giddens-Steadham Elementary School
6200 Danridge Road, Rowlett 75089

(972) 463-5887 G-4
Golden Meadows Elementary School
1726 Travis Street, Garland 75042

(972) 494-8373 B-5
Handley Elementary School

3725 Broadway Boulevard, Garland 75043
(972) 926-2540 D-2
Heather Glen Elementary School

5119 Heather Glen Drive, Garland 75043

C-3

C-3

C-3

(972) 270-2881 C-2
Herfurth Elementary School
7500 Miller Road, Rowlett 75088
(972) 475-7994 G-3

SPECIAL SERVICE FACILITIES

75

76

7

Agriculture Training Center
2210 Pleasant Valley Road, Sachse 75048 E-6
Cisneros Prekindergarten School
2826 Fifth Street, Garland 75041

(972) 271-7160

Gilbreath-Reed

Career and Technical Center

4885 N. President George Bush Highway
Garland 75040

(972) 487-4588

C-3

C-6

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

42

43

44

45

46

80

81

Hickman Elementary School
3114 Pinewood Drive, Garland 75044
(972) 675-3150 B-6

Hillside Academy for Excellence
2014 Dairy Road, Garland 75041

(972) 926-2550

Keeley Elementary School

8700 Liberty Grove Road, Rowlett 75089
(972) 412-2140 G-5
Kimberlin Academy for Excellence
1520 Cumberland Drive, Garland 75040
(972) 926-2560

Liberty Grove Elementary School
10201 Liberty Grove Road, Rowlett 75089
(972) 487-4416

Lister Elementary School

3131 Mars Drive, Garland 75040

(972) 675-3030

Luna Elementary School

1050 Lochness Lane, Garland 75044
(972) 675-3040

Montclair Elementary School
5200 Broadmoor Drive, Garland 75043
(972) 279-4041 C-2
Northlake Elementary School
1626 Bosque Drive, Garland 75040
(972) 494-8359

Park Crest Elementary School

2232 Parkcrest Drive, Garland 75041

(972) 926-2571 B-3
Pearson Elementary School

5201 Nita Pearson Drive, Rowlett 75088
(972) 463-7568

Roach Elementary School

1811 Mayfield Avenue, Garland 75041
(972) 926-2580 B-2
Rowlett Elementary School

3315 Carla Road, Rowlett 75088

(972) 475-3380 E-3
Sewell Elementary School

4400 Hudson Drive, Sachse 75048

(972) 675-3050 E-6
Shorehaven Elementary School

600 Shorehaven Drive, Garland 75040

D-3

C-4

G-6

D-5

D-7

D-5

G-4

(972) 494-8346 C-4
Shugart Elementary School

4726 Rosehill Road, Garland 75043

(972) 240-3700 E-2

Southgate Elementary School

1115 Mayfield Avenue, Garland 75041

(972) 926-2590 C-2
Spring Creek Elementary School

1510 Spring Creek Drive, Garland 75040
(972) 675-3060 B-6
Stephens Elementary School

3700 Cheyenne Drive, Rowlett 75088

(972) 463-5790 F-3

Toler Elementary School

3520 Guthrie Road, Garland 75043

(972) 226-3922 E-1
Walnut Glen Academy for Excellence
3101 Edgewood Drive, Garland 75042

(972) 494-8330 B-4
Watson Technology Center

for Math & Science

2601 Dairy Road, Garland 75041

(972) 926-2600

Weaver Elementary School

805 Pleasant Valley Road, Garland 75040
(972) 494-8311 D-5
Williams Elementary School

1821 Old Gate Lane, Garland 75042

(972) 926-2610 B-3

C-3

GISD Alternative Education Center
2015 Country Club Drive, Garland 75041
(972) 926-2691 D-3
Parsons Prekindergarten School

2202 Richoak Drive, Garland 75044

(972) 675-8065 B-5
Pathfinder Achievement Center

221 S. Ninth Street, Garland 75040

(972) 494-8520 C-4
Warren School

2625 Anita Drive, Garland 75041

e New Horizons

e Warren Genter

(972) 926-2671 C-3

MIDDLE SCHOOLS

50

51

52

53

54

55

56

57

58

59

60

61

Austin Academy for Excellence
1125 Beverly Drive, Garland 75040
(972) 926-2620

Bussey Middle School

1204 Travis Street, Garland 75040
(972) 494-8391

Classical Center at
Brandenburg Middle School
626 Nickens Road, Garland 75043
(972) 926-2630

Coyle Middle School

4500 Skyline Drive, Rowlett 75088
(972) 475-3711 F-4
Houston Middle School

2232 Sussex Drive, Garland 75041

(972) 926-2640 B-3
Hudson Middle School

4405 Hudson Drive, Sachse 75048

D-4

C-5

D-2

(972) 675-3070 E-6
Jackson Technology Center

for Math & Science

1310 Bobbie Lane, Garland 75042

(972) 494-8362 B-5

Lyles Middle School

4655 S. Country Club Road, Garland 75043
(972) 240-3720 E-2
0’Banion Middle School

700 Birchwood Drive, Garland 75043
(972) 279-6103

Schrade Middle School

6201 Danridge Road, Rowlett 75089
(972) 463-8790

Sellers Middle School

1009 Mars Drive, Garland 75040

(972) 494-8337

Webb Middle School

1610 Spring Creek Drive, Garland 75040
(972) 675-3080 B-6

C-2

G-4

C-4

HIGH SCHOOLS
65 Garland High School

310 S. Garland Avenue, Garland 75040

(972) 494-8492

66 Lakeview Centennial High School

3505 Hayman Drive, Garland 75043
(972) 240-3740

67 Memorial Pathway Academy
2825 S. First Street, Garland 75040
(972) 926-2650

68 Naaman Forest High School

C-4

E-2

C-3

4843 Naaman Forest Boulevard, Garland 75040

(972) 675-3091
69 North Garland High School

2109 Buckingham Road, Garland 75042

(972) 675-3120
70 Rowlett High School

4700 President George Bush Highway,

Rowlett 75088
(972) 463-8690

71 Sachse High School
3901 Miles Road, Sachse 75048
(972) 414-7450

72 South Garland High School
600 Colonel Drive, Garland 75043
(972) 926-2700

STADIUMS & EVENT CENTER

95 Curtis Culwell Center
4999 Naaman Forest Boulevard,
Garland 75040
(972) 487-4700
96 Homer B. Johnson Stadium
1029 Centerville Road, Garland 75041
98 Natatorium
Planned opening - 2019
97 Williams Stadium
510 Stadium Drive, Garland 75040

B-5

F-4

D-2

ADMINISTRATIVE FACILITIES

85 GISD Bond Office

409 N. First Street, Garland 75040

(972) 487-6859 C-4
86 GISD Employee Clinic

3121 N. President George Bush Highway,

Suite B3, Garland 75040

(972) 487-4567
87 Harris Hill Administration Building

501 S. Jupiter Road, Garland 75042

e Superintendent

e Area Directors

e Business Operations

e Career & Technical Education

e Communications & Public Relations

e Curriculum & Instruction

e English Language Learners

e General Counsel

e GISD Education Foundation

e Guidance & Counseling

e Health Services

e Human Resources

e Intervention

e |eadership, Transformation & Innovation

e ORACLE Technology

e Payroll & Bengfits

e Purchasing

e Research, Assessment & Accountability

e Special Education

e Special Programs

e Visual & Performing Arts

(972) 494-8201 A-4
91 Jill Shugart

Professional Development Center

870 W. Buckingham, Garland 75040

e Athletics

e |nstructional Resource Center (IRC)

e Qrganizational Learning

(972) 487-4450 C-5
NOTE:

88 Manuel & Maria Valle
Student Services Center
720 Stadium Drive, Garland 75040
e Student Services Department
- Attendance
- Enrollment Center

- Family & Community Engagement

- GRS Giving Place
- Translation Services
e Title lll Clinic
(972) 494-8255
88 Valle Student Services Annex
e Internal Audit
(972) 487-4651
89 Marvin Padgett
Auxiliary Services Center
701 N. First Street, Garland 75040
e Facilities

C-5

C-5

Geographic Information Systems (GIS)

Security
Student Nutrition Services
e Warehouse
(972) 494-8201
90 Marvin D. Roden
Technology Center
North end of building:
410 Stadium Drive, Garland 75040
e Technology
(972) 494-8152
South end of building:
414 Stadium Drive, Garland 75040
e Printing Services
e Risk Management
(972) 494-8201
East end of building:
326 Stadium Drive, Garland 75040
e Transportation
(972) 494-8530
92 Tax Office
901 W. State Street, Garland 75040
(972) 494-8570

L]
e Maintenance
L]
L]

The number on the left corresponds to the building location symbols.

Grid coordinates are to the right of the phone number.
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Mission Statement, Goals, and Objectives
Policy AE

Mission Statement:
The Garland Independent School District exists as a diverse community with a shared
vision that serves to provide an exceptional education to all its students.

Vision Statement:
Reaching the future by driving excellence, one student at a time.

Values:

We believe every student can learn.

We know every student deserves our best.

We value and celebrate all cultures.

We respect all students, families, staff and communities.
We demonstrate ethical behavior.

Goal Statement:

Garland ISD will ensure ALL students graduate prepared for college, careers and life by
increasing student performance measures, postsecondary readiness, and graduation
rates and decreasing student management incidences.

Goal and Objectives through 2024-25
https://www.garlandisd.net/content/strategic-goals
Objective A: Early Literacy (Reading)

Objective B: Early Literacy (Writing)

Objective C: English Language Acquisition

Objective D: Scientific Understanding

Objective E: Mathematical Proficiency

Objective F: Post-Secondary Readiness (SAT Exams)
Objective G: Post-Secondary Readiness (AP Exams)
Objecitve H: Student Management

Objective I: Graduation Outcomes

Reaching the

future by driving . I : ; : ; I O

The Garland Independent School District
exists as a diverse community with a
shared vision that serves to provide an
exceptional education to all its students.

W ko
ewvery student
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Board of Trustees
Policies BA, BB series, BD series, and BE series

Texas law grants the Board of Trustees the power to govern and oversee the
management of the district’'s schools. The board is the policy-making body within the
district and has overall responsibility for the curriculum, school taxes, annual budget,
facilities, and employment of the superintendent and other professional staff. The board
has complete and final control over school matters within limits established by state and
federal law and regulations.

The Board of Trustees is elected by the citizens of the district to represent the
community’s commitment to a strong educational program for the district’s children.
Board members are elected at large and serve three-year terms. Trustees serve without
compensation, must be qualified voters, and must reside in the district.

Current Board Members include:

VICE ASSISTANT
PRESIDENT PRESIDENT SECRETARY SECRETARY TRUSTEE TRUSTEE TRUSTEE

Wes Linda Robert Johnny Larry Jamie Daphne
Johnson Griffin Selders Jr. Beach Glick Miller Stanley

The board usually meets at the Harris Hill Administration Building Annex which is
located at 501 South Jupiter Rd., Garland, TX 75042 at 6:00 p.m. every 2" (Committee
meeting) and 4" (Regular meeting) Tuesday. Special meetings may be called when
necessary. A written notice of regular and special meetings will be posted at the Harris
Hill Administration Building at least 72 hours before the scheduled meeting time. The
written notice will show the date, time, place, and subjects of each meeting. In
emergencies, a meeting may be held with a one-hour notice. Link where notices can be
found online: Notices of Scheduled Meetings (https://garlandisd.net/about/board-
trustees/board-meetings)

All meetings are open to the public. In certain circumstances, Texas law permits the
board to go into a closed session from which the public and others are excluded. Closed
session may occur for such things as discussing prospective gifts or donations, real-
property acquisition, certain personnel matters including employee complaints, security
matters, student discipline, or consulting with attorneys regarding pending litigation.
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Administration
The district is organized into three major divisions which report to the superintendent.

Superintendent of Schools — Dr. Ricardo Lopez

1. Division of Finance:
e Dr. Brent Ringo, Chief Financial Officer
2. Division of Leadership & Academics:
e Dr. Susanna Russell, Chief Leadership and Academic Officer

A school directory that includes names, positions, phone numbers, and school mailbox
numbers of all personnel in these divisions is available on the Garland ISD Intranet at
GISD INTRANET (http://home.garlandisd.net/Directories). A new directory is published each fall.
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2022-23 Garland ISD Academic Calendar
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July 4: Independence Day Aug. 1-5: Staff development Sept. 2: Staff develo_pment/ Oct. 7: First grading period ends
July 4-8: GISD administrative facilites ~ Aug. 8: First day of class Student holiday Oct. 10-14: Fall Break
closed First grading period begins Sept. 5: Labor Day Oct. 17: Second grading period begins
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Student holiday Staff development Student holiday
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LBk LR Jan. 5: Third grading period begins
Jan. 16: Martin Luther King Jr. Day
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March 10: Third grading period ends
March 13-17: Spring Break
March 20: Fourth grading period begins

School hours

Full-day prekindergarten
Elementary school
Middle school
High school

Early dismissal times

April 7: Student/Staff holiday

April 10: Staff development/
Student holiday

8:10 am.-3:30 p.m.
8:10 am.-3:30 p.m.
8:50 am.-4:10 p.m.
7:30 am.-2:50 p.m.

Elementary SChool ... 1:25 p.m
Middle school 2:05 p.m
High school 12:40 pm

May 26: Last day of class

May 29: Memorial Day

Student early dismissal/
Staff development
Fourth grading period ends

May 30: Staff development

First semester: 82 days

[ 1 Grading periods
Aug. 8-Oct. 7 (43 days)
Oct. 17-Dec. 16 (39 days)

Second semester: 93 days

[ 1 Grading periods
Jan. 5-Mar. 10 (45 days)
Mar. 20-May. 26 (48 days)

Stay informed
www.garlandisd.net

@ Facebook: @ChooseBarlandISD

o Twitter: @gisdnews
YouTube: garlandisdnews

Updated: 12/16/21; subject to change



Helpful Contacts

From time to time, employees have questions or concerns. If those questions or
concerns cannot be answered by supervisors or at the campus or department level, the
employee is encouraged to contact the appropriate department. Please use the
following link to access district department contacts via the employee intranet:
EMPLOYEE AND LOCATION DIRECTORY.

http://home.garlandisd.net/Directories

Helpful Websites

GISD (Garland Independent School District)
Garland ISD Home Page
http://www.garlandisd.net/

Garland ISD Intranet
Garland ISD Intranet
http://home.garlandisd.net/

Board Policy Manual
GISD Board Policy Online
http://pol.tasb.org/Home/Index/364

State Board for Educator Certification
SBEC Online
https://tea.texas.gov/About_TEA/Leadership/State_Board_for_Educator_Certification/

Employee Assistance Program (EAP)
GISD Employee Assistance Program
https://www.guidanceresources.com/groWeb/login/login.xhtml

Texas Examinations of Educator Standards
Texas Educator Certification Examination Program
tx.nesinc.com

Social Security Administration
Social Security Administration Website
http://www.ssa.gov/

TEA (Texas Education Agency)
Texas Education Agency Website
http://tea.texas.gov/

TRS (Texas Retirement System of Texas)
Texas Retirement System Website
http://www.trs.texas.gov
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Employment

Equal Employment Opportunity
Policy DIA

The Garland ISD does not discriminate against any employee or applicant for
employment because of race, color, religion, gender, sex (including pregnancy),
national origin, age, disability, military status, genetic information or on any other basis
prohibited by law with respect to the terms, conditions, or privileges of employment or in
providing education services, activities, and programs. Additionally, the district does not
discriminate against an employee or applicant who acts to oppose such discrimination
or participates in the investigation of a complaint related to a discriminatory employment
practice. Employment decisions will be made on a basis of each applicant’s job
gualifications, experience, and abilities.

SEX DISCRIMINATION AND SEXUAL HARASSMENT PROHIBITED

The Garland ISD does not and, under Title IX, is required not to discriminate on the
basis of sex in its educational programs or activities. The requirement not to
discriminate on the basis of sex extends to admission of students in its educational
programs or activities and employment. Inquiries about the application of Title IX may
be referred to the District’s Title IX Coordinator, the Assistant Secretary for Civil Rights
of the Department of Education, or both.

Garland ISD has designated and authorized the following employee to serve as its Title
IX Coordinator to address concerns or inquiries regarding discrimination on the basis of
sex, including sexual harassment, sexual assault, dating violence, domestic violence,
stalking, or gender-based harassment. Employees with questions or concerns relating
to discrimination for any of the reasons listed above should contact Dr. Susanna Russell
located at the following address:

Dr. Susanna Russell

Chief Leadership & Academic Officer
501 South Jupiter Road

Garland, TX 75042

Phone: 972-487-3041

Job Vacancy Announcements
Policy DC

Announcements of job vacancies by position and location are posted on a regular basis

and on the district’s website. Current district employees may apply for any vacancy for
which they have appropriate qualifications.
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Employment After Retirement
Policy DC

Individuals receiving retirement benefits from the Teacher Retirement System (TRS)
may be employed under certain circumstances on a full or part-time basis without
affecting their benefits, according to TRS rules and state law. Detailed information about
employment after retirement is available in the TRS publication Employment After
Retirement. Employees can contact TRS for additional information by calling 800-223-
8778 or 512-542-6400. Information is also available on the TRS Website
(www.trs.texas.gov/).

Contract and Noncontract Employment
Policies DC Series

State law requires the district to employ all full-time professional employees in positions
requiring a certificate from the State Board for Educator Certification (SBEC) and nurses
under probationary, term, or continuing contracts. Employees in all other positions are
employed at-will or by a contract that is not subject to the procedures for nonrenewal or
termination under Chapter 21 of the Texas Education Code. The paragraphs that follow
provide a general description of the employment arrangements used by the district.
Non-Chapter 21 contracts may/will be issued to employees not requiring SBEC
certification.

Probationary Contracts

Nurses and full-time professional employees new to the district and employed in
positions requiring SBEC certification must receive a probationary contract during their
first year of employment. Former employees who are hired after at least a two-year
lapse in district employment also may be employed by probationary contract.
Probationary contracts are one-year contracts. The probationary period for those who
have been employed in public schools for at least five of the eight years preceding
employment with the district may not exceed one school year.

For those with less experience, the probationary period will be three school years (i.e.
three one-year contracts) with an optional fourth school year if the board determines it is
doubtful whether a term should be given.

Term contracts

Full-time professionals employed in positions requiring certification and nurses will be
employed by term contracts after they have successfully completed the probationary
period. The terms and conditions of employment are detailed in the contract and
employment policies. All employees will receive a copy of their contract. Employment
policies can be accessed online.

Noncertified professional and administrative employees
Employees in professional and administrative positions that do not require SBEC
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certification (such as non-instructional administrators) are employed by a non-chapter
21 contract that is not subject to the provisions for nonrenewal or termination under the
Texas Education Code.

Paraprofessional and auxiliary employees

All paraprofessional and auxiliary employees, regardless of certification, are employed
at will. Employment is not for any specified term and may be terminated at any time by
either the employee or the district.

Certification and Licenses
Policies DBA, DF

Professional employees whose positions require SBEC certification or professional
license are responsible for taking actions to ensure their credentials do not lapse.
Employees must submit documentation that they have passed the required certification
exam and/or obtained or renewed their credentials to the Human Resources
Certification Office in a timely manner. Employees must contact Anel Gonzalez
(ahgonzalez@agarlandisd.net) if they are licensed by the Texas Department of Licensing
and Regulations (TDLR) and when there is action against, or revocation of, their
license.

A certified employee’s contract may be voided without Chapter 21 due process and
employment terminated if the individual does not hold a valid certificate or fails to fulfill
the requirements necessary to renew or extend a temporary certificate, emergency
certificate, probationary certificate, or permit. A contract may also be voided if SBEC
suspends or revokes certification because of an individual’s failure to comply with
criminal history background checks. Contact Human Resources if you have any
guestions regarding certification or licensure requirements.

Recertification of Employment Authorization
Policies DC

At the time of hire all employees must complete the Employment Eligibility Verification
Form (Form I-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 Annaluz Hill
(AHill2@garlandisd.net) in the Human Resources Department if you have any questions
regarding re-verification of employment authorization.

Searches and Alcohol and Drug Testing
Policy CQ, DHE

Non-investigatory searches in the workplace, including accessing an employee’s desk,
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file cabinets, or work area to obtain information needed for usual business purposes
may occur when an employee is unavailable. Therefore, employees are hereby notified
that they have no legitimate expectation of privacy in those places. In addition, the
district reserves the right to conduct searches when there is reasonable cause to
believe a search will uncover evidence of work-related misconduct. Such an
investigatory search may include drug and alcohol testing if the suspected violation
relates to drug or alcohol use. The district may search the employee, the employee’s
personal items, work areas, district-owned technology resources, lockers, and private
vehicles parked on district premises or work sites or used in district business.

Employees required to have a commercial driver’s license

Any employee who is required to have a commercial driver’s license (CDL) is subject to
drug and alcohol testing. This includes all drivers who operate a motor vehicle designed
to transport 16 or more people, counting the driver; drivers of large vehicles; or drivers
of vehicles used in the transportation of hazardous materials. Teachers, coaches, or
other employees who primarily perform duties other than driving are subject to testing
requirements when their duties include driving a commercial motor vehicle.

Drug testing will be conducted before an individual assumes driving responsibilities.
Alcohol and drug tests will be conducted when reasonable suspicion exists, at random,
when an employee returns to duty after engaging in prohibited conduct, and as a follow-
up measure. Testing may be conducted following motor vehicle accidents. Return to-
duty and follow-up testing will be conducted if an employee who has violated the
prohibited alcohol conduct standards or tested positive for alcohol or drugs is allowed to
return to duty.

All employees required to have a CDL or who otherwise are subject to alcohol and drug
testing will receive a copy of the district’s policy, the testing requirements, and detailed
information on alcohol and drug abuse and the availability of assistance programs.

Employees with questions or concerns relating to alcohol and drug testing
policies and related educational material should contact Risk Management at
972-494-8382.

Health Safety Training

Policies DBA, DMA

Certain employees who are involved in physical activities for students must maintain
and submit to the district proof of current certification in first aid, cardiopulmonary
resuscitation (CPR), the use of an automated external defibrillator (AED), concussion
and extracurricular athletic activity safety. Certification or documentation of training must
be issued by the American Red Cross, the American Heart Association, or another
organization that provides equivalent training and certification. Employees subject to
this requirement must submit their certification to their campus principal by September
30.

School nurses and employees with regular contact with students must complete a
Texas Education Agency approved, online training regarding seizure disorder
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awareness, recognition, and related first aid. See Policy DMA (Legal) for required
training related to students with seizure disorders.

Reassignments and Transfers
Policy DK

All personnel are employed subject to assignment and reassignment by the
superintendent or designee when the superintendent determines that the assignment or
reassignment is in the best interest of an individual school or the district at large.
Reassignment shall be defined as is a transfer to another position, department, or
facility that does not necessitate a change in the employment contract of a contract
employee. Any change in an employee’s contract shall be in accordance with policy
DC.

Campus reassignments must be approved by the principal at the receiving campus
except when reassignments are due to enrollment shifts or program changes.
Extracurricular or supplemental duty assignments may be reassigned at any time unless
an extracurricular or supplemental duty is part of a dual-assignment contract.
Employees who object to a reassignment may follow the district process for employee
complaints as outlined in this handbook and district policy DGBA (Local).

An employee with the required qualifications for a position may request a transfer to
another campus or department. Teachers requesting a transfer to another campus
before the school year begins must submit a request by using the online application
system. Requests for transfer during the school year will be considered only when the
change will not adversely affect students and after a replacement has been found. All
transfer requests will be coordinated by Human Resources and must be approved by
the receiving supervisor.

Recommending Relatives for Employment
Policy DC
A district employee with responsibilities with the district’s hiring process shall be

prohibited from recommending for hire any person related to that employee within the
third degree by blood or marriage.

Supervising Relatives
Policy DK

A District employee with supervisory responsibilities shall not supervise persons who
are related to the supervisor within the third degree by blood or marriage.

Assignment of Relatives
Policies DK

No employee shall be assigned to a position in which he or she would supervise or
would otherwise be directly responsible for the evaluation of a member of his or her
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immediate family. Employees of the district who are related to one another shall be
assigned to different campuses or departments. If two employees marry while serving
on the same campus or department, the superintendent or designee shall transfer one
of the employees to another campus or department. The superintendent may make an
exception to this requirement after consulting with the board.

For purposes of this policy, immediate family shall be considered those individuals
related within the third degree of consanguinity or within second degree of affinity.

Workload and Work Schedules
Policies DEAB, DK, DL

Professional employees

Professional employees and academic administrators are exempt from overtime pay
and are employed on a 10-, 11-, or 12-month basis, according to the work schedules set
by the district. A school calendar (http://www.garlandisd.net/calendars/) is adopted each
year designating the work schedule for teachers and all school holidays. Notice of work
schedules including start and end dates and scheduled holidays will be distributed each
school year.

Work Schedules

All district employees will follow regular work schedules as outlined. If needed,
principals may assign an aide to arrive early and leave early to supervise students
before school begins. Principals should schedule the working hours of secretaries and
aides on their campus to fit the particular needs of that campus. Paraprofessionals'
workday is 8 hours, 7.5 paid hours per day of work and 30 unpaid minutes for lunch.

Paraprofessionals will be paid for the time they ride the bus above their normal work
week of 37.5 hours. Custodians work hours are to be arranged with the Assistant
Director of Building Services. Guidelines of the Fair Labor Standards Act (FLSA) shall
apply to paraprofessional and auxiliary employees who are non-exempt and therefore
subject to overtime/compensatory time rules. Teachers and other professionals are
exempt from the overtime/compensatory time rules of the FLSA.

There are occasions when professional employees are expected to work beyond the
normal work schedule for activities such as parent conferences, meet-the-teacher night,
report card pickup, etc. These times are scheduled by the principal and should be kept
within reasonable limits. Direct any questions regarding these issues to your direct
supervisor and/or Human Resources.

Planning and Preparation Time

Each classroom teacher is entitled to at least 450 minutes within each two-week period
for instructional preparation, including parent-teacher conferences, evaluating students'
work, and planning. A planning and preparation period under this section may not be
less than 45 minutes within the instructional day. During a planning and preparation
period, a classroom teacher may not be required to participate in any other activity.
Teachers and librarians are entitled to a duty-free lunch period of at least 30 minutes.
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The district may require teachers to supervise students during lunch one day a week

when no other personnel are available.

NORMAL WORK SCHEDULES - 2022-2023

Campus Type/Level
ELEMENTARY SCHOOL

Principal/Administrator
K-5 Teacher and staff
K-5 Students in class

Classical Center at Vial-Teachers and Staff

K-5 Classical Center at Vial - Students
AEC Elementary Teachers

AEC Elementary Students in class
Pre-K Teachers (center and satellite)
Pre-K Students in class - morning
Pre-K Students in class - afternoon
Pre-K Students in class-full day
ACE Handley Elementary- Teachers
ACE Handley Elementary- Students
MIDDLE SCHOOL
Principal/Administrator

Teacher and staff

Students in class

AEC Teachers

AEC Students in class

Memorial Newcomer/ACE Teachers
Memorial Newcomer/ACE Students
ACE Lyles Middle School- Teachers
ACE Lyles Middle School- Students

HIGH SCHOOL
Principal/Administrator

Teacher and staff

Students in class

NON-TRADITIONAL CAMPUSES
Memorial Pathway Academy Session 1
Memorial Pathway Academy Session 2
Memorial Non-Traditional Teacher Shift 1
Memorial Non-Traditional Teacher Shift 2

Schedule

7:30 a.m. - 4:00 p.m.
8:00 a.m. - 4:00 p.m.
8:10 a.m. - 3:30 p.m.
8:00 a.m. - 4:00 p.m.
8:10 a.m. - 3:30 p.m.
7:45am. - 3:45 p.m.
8:00 a.m. - 3:20 p.m.
8:00 a.m. - 4:00 p.m.
8:02 a.m. -11:10 a.m.
12:17 am. - 3:30 p.m.

8:10a.m. - 3:30 p.m.
8:00 a.m. —5:00 p.m.
8:10 a.m. — 4:30 p.m.

8:00 a.m. - 4:30 p.m.
8:10 a.m. - 4:15 p.m.
8:50a.m. - 4:10 p.m.
7:45a.m. - 3:45 p.m.
8:00 a.m. - 3:20 p.m.
8:00 a.m. - 4:00 p.m.
8:10a.m. - 3:30 p.m.
8:15a.m. —5:15 p.m.
8:50 a.m. —5:10 p.m.

6:45a.m. - 3:30 p.m.
7:15a.m. - 3:15 p.m.
7:30 a.m. - 2:50 p.m.

8:00 a.m. - 12:09 p.m.
12:41 p.m. - 4:50 p.m.
7:50 a.m. - 3:50 p.m.
8:50 a.m. - 4:50 p.m.
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AEC Teachers
AEC Students in class

GRCTC Teachers
GRCTC Students inc

lass

7:45a.m. - 3:45 p.m.
8:00 a.m. - 3:20 p.m.

7:00 a.m. - 3:00 p.m.
7:20 a.m. - 2:40 p.m.

Breakfast in the Classroom Schedule for Elementary and Secondary Schools

Alterna.tlve Bradfield Bullock Caldwell Centerville
Education
Center Elementary Elementary | Elementary Elementary
Cisneros Pre-K | Cooper Daugherty Davis Ethridge
Center Elementary Elementary | Elementary Elementary
Freeman Golden Handley Heather Glen Montclair
Meadows
Elementary Elementary | Elementary Elementary
Elementary
Northlake Hickman Park Crest Parsons Pre-K | Routh Roach
Elementary Elementary Elementary | Center Elementary
Shorehaven Southgate Toler Weaver Williams
Elementary Elementary Elementary | Elementary Elementary
Shugart Club Hill Couch Stephens Carver
Elementary Elementary Elementary | Elementary Elementary
Liberty Grove Pearson Back Lister Steadham
Elementary Elementary Elementary | Elementary Elementary

e Elementary Staff Hours: 7:45 a.m. - 3:45 p.m.

Harris Hill Administration Building and Non-School Buildings

e All Staff: 8:00 a.m. - 4:30 p.m. M-TH; 8:00 a.m. - 4:00 p.m. Fri. with 60-minute

lunch.

e Summer Work Schedules will be governed by guidelines issued yearly.

Non-Exempt and Auxiliary Employees

Support employees are employed at will and will receive notification of the required duty
days, holidays, and hours of work for their position on an annual basis. Non-exempt and
auxiliary employees must be compensated for overtime and are not authorized to work
in excess of their assigned schedule without prior approval from their supervisors. See
Overtime Compensation on page 31 for additional information.

Breaks for Expression of Breast Milk
Policies DEAB, DG

The district supports the practice of expressing breast milk and makes reasonable
accommodations for the needs of employees who express breast milk. A private,
accessible area, other than a bathroom, that is shielded from view and free from
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intrusion from other employees and the public where the employee can express breast
milk will be provided each time such employee needs to express breast milk.

A reasonable amount of break time will be provided each time the employee has a need
to express breast milk for her nursing child, for one year after the child’s birth. For
nonexempt employees, these breaks are unpaid and are not counted as hours worked.
Employees shall contact their supervisor or Human Resources Director for
accommodations.

Texas Mother Friendly Worksite

Garland ISD is designated as a basic level Texas Mother Friendly Worksite.
Our DG (REGULATION) discusses GISD’s lactation support program in
accordance with Texas Health and Safety Code Section 165.003 and House
Bill 786.

The program:
1. Provides a work environment that is supportive of lactating mothers; and
2. Encourages breastfeeding of their children for up to one year following their birth.

Access to a safe water source and a sink within reasonable distance from the lactation
space will be provided. The women’s restroom and/or teachers’ lounge/kitchen area has
soap and water for cleaning pump equipment.

Employees may store their expressed milk in their own personal coolers with ice packs
or in the shared break room refrigerator space, if available. As with any personal food
item, handling and supervision of the expressed milk is the sole responsibility of the
employee.

Information about breastfeeding support after returning to work will be provided to
employees prior to the employee's period of leave for the reason of childbirth by
Garland ISD Human Resources. Informational materials about breastfeeding are
available to employees on the intranet.

Notification to Parents Regarding Qualifications
Policies DK, DBA

In schools receiving Title | funds, the district is required by the Every Student Succeeds
Act (ESSA) to notify parents at the beginning of each school year that they may request
information regarding the professional qualifications of their child’s teacher. ESSA also
requires that parents be notified if their child has been assigned, or taught for four or
more consecutive weeks by a teacher who does not meet applicable state certification
or licensure requirements.

Texas law also requires that parents be notified if their child is assigned for more than
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30 consecutive instructional days to a teacher who does not hold an appropriate
teaching certificate. Inappropriately certified or uncertified teachers include individuals
on an emergency permit (including individuals waiting to take a certification exam) and
individuals who do not hold any certificate or permit. Information relating to teacher
certification will be made available to the public upon request.

Employees who have questions about their certification status can call Human
Resources at 972-487-3057 and ask to speak with a certification specialist.

Outside Employment and Tutoring
Policy DBD

Employees who wish to accept outside employment or engage in other activities for
profit must submit a written request to their supervisor. Employees are required to
disclose in writing to their immediate supervisor any outside employment that may
create a potential conflict of interest with their assigned duties and responsibilities or the
best interest of the district. Supervisors will consider outside employment on a case-by-
case basis and determine whether it should be prohibited because of a conflict of
interest or interfere with primary work duties at the district.

Lesson Plans

Lesson plans are required of all teachers and should be submitted weekly. Principals
will communicate when lesson plans are due each week.

Performance Evaluation
Policy DN series

Evaluation of an employee’s job performance is a continuous process that focuses on
improvement. Performance evaluation is based on an employee’s assigned job duties
and other job-related criteria. All employees will participate in the evaluation process
with their assigned supervisor at least annually. Written evaluations will be completed
using the designated form, system, or platform approved by the district. Reports,
correspondence, and memoranda also can be used to document performance
information and must be uploaded to designated platform or system. All employees will
receive a copy of their written evaluation, participate in a performance conference with
their supervisor, and have the opportunity to respond to the evaluation.

Upon receiving a report, a nursing review committee may review a nurse’s nursing
services, qualifications, and quality of patient care, as well as the merits of a complaint
concerning a nurse, and a determination or recommendation regarding a complaint. A
nurse may request, orally or in writing, a determination by the committee regarding
conduct requested of the nurse believed to violate the nurse’s duty to a patient.
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Employee Involvement
Policies BQA, BOB

At both the campus and district levels, Garland ISD offers opportunities for input in
matters that affect employees and influence the instructional effectiveness of the district.
As part of the district’s planning and decision-making process, employees are elected to
serve on the District Educational Improvement Council or the Campus Improvement
Team advisory committees.

Plans and detailed information about the shared decision-making process are available
in each campus office or from the Division of Academics.

Staff Development
Policy DMA

Staff development activities are organized to meet the needs of employees and the
district. Staff development for instructional personnel is predominantly campus-based,
related to achieving campus performance objectives, addressed in the campus improve-
ment plan, and approved by a campus-level advisory committee. Staff development for
non-instructional personnel is designed to meet specific licensing requirements (e.g.,
bus drivers) and continued employee skill development. Staff development
requirements and opportunities are addressed in DMA (Legal).

e Individuals holding renewable SBEC certificates are responsible for

obtaining the required training hours and maintaining appropriate
documentation.
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Compensation and Benefits

Salaries, Wages, and Stipends
Policies DEA, DEAA, DEAB

Employees are paid in accordance with administrative guidelines and an established
pay structure. The district’'s pay plans are reviewed by the administration each year and
adjusted as needed. All district positions are classified as exempt or nonexempt
according to federal law. Professional employees and academic administrators are
generally classified as exempt and are paid monthly salaries. They are not entitled to
overtime compensation. Other employees are generally classified as nonexempt and
are paid on an hourly wage or salary and receive compensatory time or overtime pay for
each overtime hour worked beyond 40 in a workweek.

Classroom teachers, full-time librarians, full-time nurses, and full-time counselors will be
paid no less than the minimum state salary schedule. Contract employees who perform
extracurricular or supplemental duties may be paid a stipend in addition to their salary
according to the district’s extra-duty pay schedule.

Employees should contact the Payroll Department (http://home.garlandisd.net/Payroll)
for more information about the district’s pay schedules or their own pay. The district may
deduct any overpayment to an employee from one or more of the employee’s
paychecks.

Federally Funded Positions

All employees, including teachers, paraprofessionals, and other staff paid with federal
funds must document the time and effort they spend within that program. The portion of
the federally paid salary should reflect the time and effort the individual has put forth for
that federal program.

Semi-annual certifications are required for personnel whose compensation is funded
solely from a federal grant. These certifications document that these personnel have
been working solely in activities supported by the identified grant. The certification must
(1) be completed once every six-months and cover a semi-annual period (e.g., July-
December and January-June) (2) identify the name of the federal program, (3) include a
statement that the employee worked solely on the identified program for the period
covered by the certification, and (4) be signed and dated by the employee and
supervisor after the work is performed. In addition, a description of job responsibilities
must be signed by the Federally funded employee and supervisor annually.

Monthly certifications are required for personnel whose time is charged in part to a
Federal grant and in part to other revenue sources (split-funded staff). These reports
document the portions of time and effort dedicated to the identified grant fund and to
other revenue sources. Such records must (1) be completed after-the-fact, (2) account
for the total time for which the employee is compensated, (3) be prepared at least
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monthly, (4) coincide with one or more pay periods, and (5) be signed by the employee
and supervisor.

Paychecks

For monthly paid professional and paraprofessional employees, pay day is the 27" of
each month. When the 27th falls on Saturday or Sunday, then pay day will be the
preceding Friday. In December, pay day will be the next to last workday before winter
break. For biweekly paid employees (Food Service, Maintenance, Transportation,
Warehouse, and Substitute), payday is every other Friday.

Notice to Employees: Requirements of the Affordable Care Act

As of January 1, 2014, the Affordable Care Act (ACA) requires you to have health
insurance for yourself and your dependents. Some people are exempt from this
requirement. To learn how to apply for an exemption see Questions and Answers on the
Individual Shared Responsibility Provision, IRS Website: Questions and Answers on the
Individual Shared Responsibility Provision. If you do not have health insurance and you
are not exempt, you may be subject to a penalty (see Health Care.gov Website for
Individuals without Health Coverage). The penalty took effect on the first day of the
2014 plan year (September 1, 2014).

Enrollment in TRS-ActiveCare satisfies the requirement to have health insurance.
The TRS-ActiveCare Enrollment Guide explains who is eligible to enroll in ActiveCare.

Enrollment in another plan, such as through a spouse, parent, or association, also
satisfies the requirement to have health insurance if the plan provides minimum
essential coverage.

As an alternative to ActiveCare or another health insurance program, you may enroll in
insurance through the Health Insurance Marketplace. In Texas, the Marketplace is a
federal government program that will offer “one-stop shopping” to find and compare
private health insurance options. Most individuals are eligible to enroll in insurance
through the Marketplace.

You may be eligible for a premium tax credit or other assistance toward insurance
obtained through the Marketplace, depending on your household income. More
information on the premium tax credit and other cost sharing provisions is available at
Healthcare.gov Website (http://www.healthcare.gov/). Please note that the district will
not contribute to premium costs if you enroll in insurance through the Marketplace. Also,
you will lose the benefit of paying the premium with pre-tax income if you purchase
insurance through the Marketplace.

Additional information. If you have questions or concerns about the health insurance
offered through the district, please contact: Garland ISD Benefits Department at 972-
487-3047 or benefits@garlandisd.net Questions about the Marketplace and how the
Affordable Care Act impacts you as an individual should be addressed to
Healthcare.gov Website (http://www.healthcare.gov/) or to your personal attorney.
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GARLAND INDEPENDENT SCHOOL DISTRICT
MONTHLY PAYROLL SCHEDULE

(For Professionals and Para-Professionals)

2022 — 2023 SCHOOL YEAR

Pay Period Paid Through | Payroll Check Payday

Date Cut Off Run

Date
September 08/31/22 09/12/22 | 09/21/22 09/27/22
October 09/30/22 10/17/22 | 10/21/22 | 10/27/22
November 10/31/22 11/10/22 | 11/14/22 11/17/22
December 11/30/22 12/09/22 | 12/13/22 12/15/22
January 12/31/22 01/13/23 | 01/17/23 | 01/20/23
February 01/31/23 02/10/23 | 02/22/23 02/27/23
March 02/28/23 03/10/23 | 03/22/23 03/27/23
April 03/31/23 04/11/23 | 04/21/23 04/27/23
May 04/30/23 05/10/23 | 05/22/23 | 05/26/23
June 05/31/23 06/12/23 | 06/22/23 | 06/27/23
July 06/30/23 07/18/23 | 07/21/23 | 07/27/23
August 07/31/23 08/10/23 | 08/21/23 08/25/23

Note: All Payroll items must be submitted by 12:00 Noon on the cut-off date.
The scheduled monthly payday for the district is the 27t with the

following exceptions:

When the 27t falls on Saturday or Sunday, Payday moves to the Friday before

HOLIDAY SCHEDULE
November Payday will be on Thursday, November 17th
December Payday will be on Thursday, December 15th
January Payday will be on Friday, January 20th

PAYROLL CHECKS ARE MAILED
DIRECT DEPOSIT RECEIPTS ARE AVAILABLE ON ORACLE SELF SERVE




GARLAND INDEPENDENT SCHOOL DISTRICT
BI-WEEKLY PAYROLL CALENDAR
2022-2023 SCHOOL YEAR

PAY PERIOD PAID THROUGH CUT-OFF CHECK RUN PAY DAY
JULY 06/11 — 06/24 06/27/22 06/27/22 07/01/22
06/25 — 07/08 07/11/22 07/11/22 07/15/22

07/09 — 07/22 07/25/22 07/25/22 07/29/22

AUGUST 07/23 — 08/05 08/08/22 08/08/22 08/12/22
08/06 — 08/19 08/22/22 08/22/22 08/26/22

SEPTEMBER 08/20 - 09/02 09/06/22* 09/06/22* 09/09/22
09/03 — 09/16 09/19/22 09/19/22 09/23/22

OCTOBER 09/17 — 09/30 10/03/22 10/03/22 10/07/22
10/01 — 10/14 10/17/22 10/17/22 10/21/22

NOVEMBER 10/15 — 10/28 10/31/22 10/31/22 11/04/22
10/29 — 11/11 11/14/22 11/14/22 11/18/22

DECEMBER 11/12 — 11/25 11/28/22 11/28/22 12/02/22
11/26 — 12/09 12/12/22 12/12/22 12/16/22

12/10 — 12/23 12/16/22* 12/16/22* 12/30/22

JANUARY 12/24 — 01/06 01/09/23 01/09/23 01/13/23
01/07 — 01/20 01/23/23 01/23/23 01/27/23

FEBRUARY 01/21 — 02/03 02/06/23 02/06/23 02/10/23
02/04 — 02/17 02/20/23 02/20/23 02/24/23

MARCH 02/18-03/03 03/06/23 03/06/23 03/10/23
03/04- 03/17 03/20/23 03/20/23 03/24/23

APRIL 03/18 — 03/31 04/03/23 04/03/23 04/07/23
04/01 — 04/14 04/17/23 04/17/23 04/21/23

MAY 04/15 — 04/28 05/01/23 05/01/23 05/05/23
04/29- 05/12 05/15/23 05/15/23 05/19/23

JUNE 05/13 — 05/26 05/30/23* 05/30/23* 06/02/23
05/27 — 06/09 06/12/23 06/12/23 06/16/23

06/10 — 06/23 06/26/23 06/26/23 06/30/23

NOTE: ALL PAYROLL ITEMS MUST BE SUBMITTED BY 12:00 NOON ON THE CUT-OFF DATE
*CUTOFF DATES ADJUSTED FOR DISTRICT CLOSINGS




The number of contract days (months) determines when the first check and last check
for the upcoming school year is received. This information is included in the table
below.

NUMBER OF MONTHS WORKED PAY SCHEDULE
10 Month Employee September — August
11 Month Employee August — July
12 Month Employee July — June

When an employee changes contract length, there will be consequences regarding
payroll that need further explanation by Human Resources and/or Payroll.

Direct Deposit

Direct deposit is preferred to ensure the safest and most efficient method of receiving
pay. GISD also offers the cash pay card that is also direct deposit but does not require
having a bank account. With regular direct deposit, pay is sent electronically to your
personal bank account.

With the cash pay card, pay is loaded to a debit type card and can then be accessed
through ATM machines and can also be used at most places of business. With either
direct deposit option the employee pay slip is distributed on payday through Oracle Self
Service. You must have an Oracle logon and password. For assistance with obtaining a
logon and password, please email Oracle Technology Group at
oracletechnologygroup@garlandisd.net .

NOTE: Once the Direct Deposit Authorization form is completed both initially and for
any account changes, the Payroll department will process and update your profile. Your
deposit will go into that account if the Payroll has not been finalized. If the information is
received after the deadline, you will receive a paper check in the US mail. If the check is
delayed by the US mail for any reason, be aware that a replacement check will not be
re-issued until after the fifth (5th) business day.

Payroll Deductions
Policy CFEA

The district is required to make the following automatic payroll deductions:
e Teacher Retirement System of Texas (TRS) or Social Security employee
contributions
e Federal income tax required for all full-time employees
e Medicare tax (applicable only to employees hired in this district after March 31,
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1986)
e Child support and spousal maintenance, if applicable
e Delinquent federal education loan payments, if applicable

Other payroll deductions employees may elect include deductions for the employee’s
share of premiums for health, dental, vision, life and other supplemental benefits;
annuities; and higher education savings plans or prepaid tuition programs. Employees
also may request payroll deduction for payment of membership dues to professional
organizations, assignments, deferred compensation programs, and cafeteria plans.
Salary deductions are automatically made for unauthorized or unpaid leave.

Overtime Compensation
Policies DEAB, DEC

The district compensates overtime for nonexempt employees in accordance with federal
wage and hour laws. Only nonexempt employees are entitled to overtime
compensation. Nonexempt employees are not authorized to work beyond their normal
work schedule without advance approval from their supervisor. This includes work
from home. Failure to follow administrative directives may result in disciplinary actions.
A nonexempt employee who works overtime without prior approval will be subject to
disciplinary action.

Overtime is legally defined as all hours worked in excess of 40 hours in a work week
and is not measured by the day or by the employee’s regular work schedule. For the
purpose of calculating overtime, a workweek begins at 12:00 a.m. Saturday and ends at
11:59 p.m. Friday. Nonexempt employees that are paid on a salary basis are paid up to
and including a 40-hour workweek, and do not earn additional pay unless they work
more than 40 hours.

Employees may be compensated for overtime (i.e., hours beyond 40 in a workweek) at
time-and-a-half rate with compensatory time off (comp time) or direct pay. The following
applies to all nonexempt employees:

* Employees can accumulate up to 40 hours of straight time.

+ Employees can accumulate up to 60 hours of compensatory (comp) time.

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

* An employee is required to use comp time before using available paid state and
local leave.

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

Travel expense reimbursement
Policy DEE

Before any travel expenses are incurred by an employee, the employee’s supervisor
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must give approval. For approved travel, employees will be reimbursed for mileage and
other travel expenditures according to the current rate schedule established by the
district. Employees must submit receipts to the extent possible to be reimbursed for
allowable expenses other than mileage.

Health, Dental, and Life Insurance
Policy CRD

Garland ISD is proud to offer a competitive benefits package which includes the
following district provided benefits:

e $15,000 Group Life Insurance
$15,000 Group Accidental Death & Dismemberment Insurance
Employee Assistance Program
Employee Health & Wellness Programs
FinPath Financial Wellness Program

It also includes the following voluntary benefits, which can be paid through payroll
deduction that employees can purchase at their discretion:

e Health Plan (medical and pharmacy)

e Dental Plan

e Vision Plan

e Group Life Insurance

e Individual Life Insurance

e Disability Plan

e Accident Plan

e Critical lliness Plan

e Hospital Indemnity Plan

e Flexible Spending Accounts (H