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Standard 1.2  The educator shall not knowingly misappropriate, divert, or use monies, 
personnel, property, or equipment committed to his or her charge for personal gain or 
advantage. 
Standard 1.3  The educator shall not submit fraudulent requests for reimbursement, 
expenses, or pay.  
Standard 1.4  The educator shall not use institutional or professional privileges for 
personal or partisan advantage. 
Standard 1.5  The educator shall neither accept nor offer gratuities, gifts, or favors that 
impair professional judgment or to obtain special advantage. This standard shall not restrict 
the acceptance of gifts or tokens offered and accepted openly from students, parents, or 
other persons or organizations in recognition or appreciation of service. 
Standard 1.6  The educator shall not falsify records, or direct or coerce others to do so. 
Standard 1.7  The educator shall comply with state regulations, written local school board 
policies, and other applicable state and federal laws. 
Standard 1.8  The educator shall apply for, accept, offer, or assign a position or a 
responsibility on the basis of professional qualifications. 

 
2. Ethical Conduct toward Professional Colleagues 

 
Standard 2.1  The educator shall not reveal confidential health or personnel information 
concerning colleagues unless disclosure serves lawful professional purposes or is required 
by law. 
Standard 2.2  The educator shall not harm others by knowingly making false statements 
about a colleague or the school system. 
Standard 2.3  The educator shall adhere to written local school board policies and state 
and federal laws regarding the hiring, evaluation, and dismissal of personnel. 
Standard 2.4  The educator shall not interfere with a colleague's exercise of political, 
professional, or citizenship rights and responsibilities. 
Standard 2.5  The educator shall not discriminate against or coerce a colleague on the 
basis of race, color, religion, national origin, age, sex, disability, or family status. 
Standard 2.6  The educator shall not use coercive means or promise of special treatment 
in order to influence professional decisions or colleagues. 
Standard 2.7  The educator shall not retaliate against any individual who has filed a 
complaint with the SBEC under this chapter. 

 
3. Ethical Conduct toward Students 

 
Standard 3.1  The educator shall not reveal confidential information concerning students 
unless disclosure serves lawful professional purposes or is required by law. 
Standard 3.2  The educator shall not knowingly treat a student in a manner that adversely 
affects the student's learning, physical health, mental health, or safety. 
Standard 3.3  The educator shall not deliberately or knowingly misrepresent facts 
regarding a student. 
Standard 3.4  The educator shall not exclude a student from participation in a program, 
deny benefits to a student, or grant an advantage to a student on the basis of race, color, 
sex, disability, national origin, religion, or family status. 
Standard 3.5  The educator shall not engage in physical mistreatment of a    student. 
Standard 3.6  The educator shall not solicit or engage in sexual conduct or a romantic 
relationship with a student. 



 
Page -  - 

28 

Standard 3.7  The educator shall not furnish alcohol or illegal/unauthorized drugs to any 
student or knowingly allow any student to consume alcohol or illegal/unauthorized drugs in 
the presence of the educator. 

 
Faculty and Staff Dress Code 
 
The following dress code applies to all faculty and staff employed by the Tornillo Independent School 
District. The intent of the dress code is to provide general guidelines to promote a positive role model for 
students and a professional appearance in the staff. The faculty and staff dress code does not, nor cannot 
anticipate every style of attire or exceptions. Thus, final determination of the appropriateness of faculty and 
staff attire resides with the building principal or department supervisor. Staff members are requested to 
dress in a manner that reflects the value and professionalism they hold in their position. 
 
 Collared shirts will be worn by male faculty and staff and must be tucked into pants. 
 Ties are encouraged by males, particularly at formal school events and activities. 
 Staff members are requested to wear jeans on Fridays with a Tornillo shirt or other red or black top. 

The purpose of this is to promote school spirit through a spirit day. 
 Pants that have belt loops must be worn with a belt or suspenders. 
 Women’s skirts must be of appropriate length. 
 P.E. Instructors may wear athletic shorts and/or sweats provided that the attire is necessary for 

instruction. Staff attire in specific work area (Ag farm, maintenance department, etc.) should be 
appropriate for the activities required. 

 Male faculty and staff are prohibited from wearing earrings. 
 Faculty and staff are prohibited from wearing clothing with printed materials promoting or indicating 

drug, alcohol, and tobacco products. Faculty and staff are also prohibited from wearing clothing with 
printed materials which may be sexually or ethnically offensive.  

 

Discrimination, harassment, and retaliation 
Policies DH, DIA 
 
Employees shall not engage in prohibited harassment, including sexual harassment, of other employees or 
students. While acting in the course of their employment, employees shall not engage in prohibited 
harassment of other persons, including board members, vendors, contractors, volunteers, or parents. A 
substantiated charge of harassment will result in disciplinary action. 
 
Employees who believe they have been discriminated or retaliated against or harassed are encouraged to 
promptly report such incidents to the campus principal, supervisor, or appropriate district official. If the 
campus principal, supervisor, or district official is the subject of a complaint, the employee should report 
the complaint directly to the superintendent. A complaint against the superintendent may be made directly 
to the board. 
 
The district’s policy that includes definitions and procedures for reporting and investigating discrimination, 
harassment, and retaliation is reprinted below: 
 
Employee-to-employee - Sexual harassment of a coworker is a form of discrimination and is prohibited by 
law. Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct under the following conditions: 
 
 Submission to such conduct is explicitly or implicitly a term or condition of employment. 
 Submission to or rejection of such conduct is used as the basis for employment decisions. 
 The conduct unreasonably interferes with an individual's work performance or creates an intimidating, 
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hostile, or otherwise offensive work environment. 
 
Employees who believe that they have been sexually harassed by another employee are encouraged to 
come forward with complaints. The District will promptly investigate all allegations of sexual harassment 
and will take prompt appropriate disciplinary action against employees found to have engaged in conduct 
constituting sexual harassment of other employees. The District's policy outlining the process of filing 
complaints of sexual harassment is reprinted in the Appendix A 20-23. 

Harassment of students 
Policies DH, FFG, FFH 
 
Sexual and other harassment of students by employees are forms of discrimination and are prohibited by 
law. Romantic or inappropriate social relationships between students and district employees are prohibited. 
Employees who suspect a student may have experienced prohibited harassment are obligated to report their 
concerns to the campus principal or other appropriate district official. All allegations of prohibited 
harassment of a student will be reported to the student’s parents and promptly investigated. An employee 
who knows of or suspects child abuse must also report his or her knowledge or suspicion to the appropriate 
authorities, as required by law. See Reporting suspected child abuse, page 30 for additional information. 
 
The district’s policy that includes definitions and procedures for reporting and investigating harassment of 
students is reprinted below: 
 
Employee-to-student - Sexual harassment of students by employees is a form of discrimination and is 
prohibited by law. Sexual harassment of students includes any welcome or unwelcome sexual advances, 
requests for sexual favors, and other oral, written, physical, or visual conduct of a sexual nature. Romantic 
relationships between District employees and students are strictly prohibited. Other prohibited conduct 
includes the following: 
 
 Engaging in sexually oriented conversations for the purpose of personal sexual gratification 
 Telephoning students at home or elsewhere and engaging in inappropriate social relationships 
 Engaging in physical contact that would reasonably be construed as sexual in nature 
 Enticing / threatening students to engage in sexual behavior in exchange for school-related benefits 
 
In most instances, sexual abuse of a student by an employee violates the student's constitutional right to 
bodily integrity. Sexual abuse may include, but is not limited to, fondling, sexual assault, or intercourse. 
 
Employees who suspect a student is being sexually harassed or abused by another employee are obligated 
to report their concerns to the campus principal. All allegations of sexual harassment or sexual abuse of a 
student will be reported to the student's parents and promptly investigated. Conduct that may be 
characterized as known or suspected child abuse also will be reported to the appropriate authorities, as 
required by law. Employees with questions or concerns relating to the alleged sexual harassment of a 
student should contact the superintendent. 
 
 
Alcohol and drug-abuse prevention Policies DH, DI 
 
Tornillo ISD is committed to maintaining an alcohol- and drug-free environment and will not tolerate the 
use of alcohol and illegal drugs in the workplace and at school-related or school-sanctioned activities on or 
off school property. Employees who use or are under the influence of alcohol or illegal drugs as defined by 
the Texas Controlled Substances Act during working hours may be dismissed. The District's policy on 
drug abuse and drug-free schools can be found in the Appendix A 20-28. 
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Reporting suspected child abuse Policy DF, DG, DH, FFG, GRA 
 
All employees are required by state law to immediately report any suspected child abuse or neglect to a law 
enforcement agency, Child Protective Services, or appropriate state agency (e.g., state agency operating, 
licensing, certifying, or registering a facility) within 48 hours of the event that led to the suspicion. Abuse 
is defined by Texas Family Code and includes any sexual conduct involving an educator and a student or 
minor. Reports to Child Protective Services can be made to the Texas Abuse Hotline (800-252-5400). 
State law specifies that an employee may not delegate to or rely on another person to make the report.  
Under state law, any person reporting or assisting in the investigation of reported child abuse or neglect is 
immune from liability unless the report is made in bad faith or with malicious intent. In addition, the 
district is prohibited from retaliating against an employee who, in good faith, reports child abuse or neglect 
or who participates in an investigation regarding an allegation of child abuse or neglect. 
 
An employee’s failure to report suspected child abuse may result in prosecution for the commission of a 
Class B misdemeanor. In addition, a certified employee’s failure to report suspected child abuse may result 
in disciplinary procedures by SBEC for a violation of the Code of Ethics and Standard Practices for Texas 
Educators. 
 
Employees who suspect that a student has been or may be abused or neglected should also report their 
concerns to the campus principal. This includes students with disabilities who are no longer minors. 
Employees are not required to report their concern to the principal before making a report to the 
appropriate agencies. In addition, employees must cooperate with child abuse and neglect investigators. 
Reporting the concern to the principal does not relieve the employee of the requirement to report to the 
appropriate state agency. Interference with a child abuse investigation by denying an interviewer’s request 
to interview a student at school or requiring the presence of a parent or school administrator against the 
desires of the duly authorized investigator is prohibited. 
 
 
Fraud and financial impropriety.  Policy CAA 
 
All employees should act with integrity and diligence in duties involving the district’s financial resources. 
The district prohibits fraud and financial impropriety, as defined below. Fraud and financial impropriety 
includes the following: 
 
• Forgery or unauthorized alteration of any document or account belonging to the district 
• Forgery or unauthorized alteration of a check, bank draft, or any other financial document 
• Misappropriation of funds, securities, supplies, or other district assets, including employee time 
• Impropriety in the handling of money or reporting of district financial transactions 
• Profiteering as a result of insider knowledge of district information or activities 
• Unauthorized disclosure of confidential or proprietary information to outside parties 
• Unauthorized disclosure of investment activities engaged in or contemplated by the district 
• Accepting or seeking anything of material value from contractors, vendors, or other persons 

providing services or materials to the district 
• Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment 
• Failing to provide financial records required by state or local entities 
• Failure to disclose conflicts of interest as required by policy 
• Any other dishonest act regarding the finances of the district 
 
 
Conflict of interest.  Policies BBFA, DBD 
 
Employees are required to disclose to their supervisor any situation that creates a potential conflict of 
interest with proper discharge of assigned duties and responsibilities or creates a potential conflict of 
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interest with the best interests of the district. This includes the following: 
• A personal financial interest 
• A business interest 
• Any other obligation or relationship 
• Nonschool employment 
 
Gifts and favors. Policy DBD 
 
Employees may not accept gifts or favors that could influence, or be construed to influence, the employee’s 
discharge of assigned duties. The acceptance of a gift, favor, or service by an administrator or teacher that 
might reasonably tend to influence the selection of textbooks may result in prosecution of a Class B 
misdemeanor offense. This does not include staff development, teacher training, or instructional materials, 
such as maps or worksheets, that convey information to students or contribute to the learning process. 
 
 
Associations and political activities Policy DGA 
 
The District will not directly or indirectly discourage employees from participating in political affairs or 
require any employee to join any group, club, committee, organization, or association. Employees may join 
or refuse to join any professional association or organization. 
 
An individual's employment will not be affected by membership or a decision not to be a member of any 
employee organization that exists for the purpose of dealing with employers concerning grievances, labor 
disputes, wages, rates of pay, hours of employment, or conditions of work. 
 
Use of district resources, including work time, for political activities is prohibited. 
 
Safety Policy CK 
 
The District has developed and promotes a comprehensive program to ensure the safety of its employees, 
students, and visitors. The safety program includes guidelines and procedures for responding to 
emergencies and activities to help reduce the frequency of accidents and injuries. To prevent or minimize 
injuries to employees, coworkers, and students and to protect and conserve District equipment, employees 
must comply with the following requirements: 
 
 Observe all safety rules 
 Keep work areas clean and orderly at all times 
 Immediately report all accidents to their supervisor 
 Operate only equipment or machines for which they have training and authorization 
 
Employees with questions or concerns relating to safety programs and issues can contact the human 
resources department. 
 
 
Tobacco use Policies DH, GKA, FNCD 
 
Smoking or using tobacco products is prohibited on all District-owned property and at school-related or 
school-sanctioned activities, on or off campus. This includes all buildings, playground areas, parking 
facilities, and facilities used for athletics and other activities. Drivers of District-owned vehicles are 
prohibited from smoking while inside the vehicle. Notices stating that smoking is prohibited by law and 
punishable by a fine are displayed in prominent places in all school buildings. 
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Criminal history background checks. Policy DBAA 
 
Employees may be subject to a review of their criminal history record information at any time during 
employment. National criminal history checks based on an individual’s fingerprints, photo, and other 
identification will be conducted on certain employees and entered into the Texas Department of Public 
Safety (DPS) Clearinghouse. This database provides the district and SBEC with access to an employee’s 
current national criminal history and updates to the employee’s subsequent criminal history. 
 
 
Employee arrests and convictions. Policy DH 
 
An employee must notify his or her principal or immediate supervisor within three calendar days of any 
arrest, indictment, conviction, no contest or guilty plea, or other adjudication of any felony, any offense 
involving moral turpitude, and any of the other offenses listed below: 
• Crimes involving school property or funds 
• Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate or 

permit that would entitle any person to hold or obtain a position as an educator 
• Crimes that occur wholly or in part of school property or at a school-sponsored activity 
• Crimes involving moral turpitude 
 
Moral turpitude includes, but is not limited to, the following: 
 
• Dishonesty 
• Fraud 
• Deceit 
• Theft 
• Misrepresentation 
• Deliberate violence 
• Base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of the actor 
• Drug or alcohol-related offenses 
• Acts constituting abuse or neglect under the Texas Family Code 
 
 
Possession of firearms and weapons Policies FNCG, GKA 
 
Employees, visitors, and students are prohibited from bringing firearms, illegal knives, clubs or other 
prohibited weapons onto school premises (i.e., building or portion or a building) or an grounds or building 
where a school-sponsored activity takes place. To ensure the safety of all persons, employees who observe 
or suspect a violation of the District's weapons policy should report it to their supervisors or call central 
office immediately. 
 
 
Visitors in the workplace Policy GKC 
 
All visitors are expected to enter any District facility through the main entrance and sign in or report to the 
building's main office. Authorized visitors will receive directions or be escorted to their destination. 
Employees who observe an unauthorized individual on the District premises should immediately direct him 
or her to the building office or contact the administrator in charge. 
 
 
Copyrighted materials Policy EFE 
 
Employees are expected to comply with the provisions of federal copyright law relating to the unauthorized 
use, reproduction, distribution, performance, or display of copyrighted materials (i.e., printed material, 



 
Page -  - 

33 

videos, computer data and programs, etc.). Rented videotapes are to be used in the classroom for 
educational purposes only. Duplication or backups of computer programs and data must be made within 
the provisions of the purchase agreement. 
 
 
Computer use and data management Policy CQ 
 
The District's electronic communications systems, including its network access to the Internet, is primarily 
for administrative and instructional purposes. Limited personal use of the system is permitted if the use: 
 

• Imposes no tangible cost to the district 
• Does not unduly burden the District’s computer or network resources 
• Has no adverse effect on job performance or on a student’s academic performance 

 
 
Electronic mail transmissions and other uses of the electronic communications systems are not confidential 
and can be monitored at any time.  
 
Employees who are authorized to use the systems are required to abide by the provisions of the District's 
communications systems policy and administrative procedures. Failure to do so can result in suspension or 
termination of privileges and may lead to disciplinary action. Employees with questions about computer 
use and data management can contact the technology director. The District’s acceptable use policy can be 
found in the Appendix A 17 -18. Your signed receipt of this handbook also acknowledges your promised 
adherence to this policy. 
 
 
 
Asbestos management plan Policy CKA 
 
The District is committed to providing a safe environment for employees. An accredited management 
planner has developed an asbestos management plan for each piece of District property. A copy of the 
District's management plan is kept in the ancillary services office and is available for inspection during 
normal business hours. 
 
 
Pest control treatment Policy DI, CLB 
 
Employees are prohibited from applying any pesticide or herbicide without appropriate training and prior 
approval of the integrated pest management (IPM) coordinator. Any application of pesticide or herbicide 
must be done in a manner prescribed by law and the district’s integrated pest management program. 
 
Notices of planned pest control treatment will be posted in a District building 48 hours before the treatment 
begins. Notices are generally located at the ancillary services office in the Transportation Building. Pest 
control information sheets are available from campus principals or facility managers upon request. 
 
 
Key Control 
 
Principals are responsible for key control at their campus. No keys are to be duplicated except by 
authorization. All keys must be returned upon leaving employment with the District before the employee’s 
final check will be issued. At the end of each academic year keys will be returned to the principals. 
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Mailboxes 
 
Teachers’ mailboxes are available at each campus. Please check them daily for important communication. 
Electronic mailboxes, “e-mail”, are available for most employees. This medium for communication is 
encouraged for efficiency and paper work reduction. Please check e-mail communications regularly. 
 
 
Telephone Procedures 
 
Telephones are available in all school offices and most classrooms. Teachers are encouraged to 
communicate with parents by phone if possible. Long distance calls must be authorized by the principals 
by completing appropriate forms in the office. Personal toll calls must be paid by the individual. 
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X. GENERAL PROCEDURES 
 
 
Bad weather closing Policy CKC 
 
The District may close schools because of bad weather or emergency conditions. When such conditions 
exist, the superintendent will make the official decision concerning the closing of the District's facilities. 
When it becomes necessary to open late or to release students early, the following radio and television 
stations will be notified: KHEY radio 690 AM, Y96.3 FM, Power 102 FM, and T.V. Channels 4, 9, and 
26. 
 
 
Emergencies Policy CKC 
 
All employees should be familiar with the evacuation diagrams posted in their work areas. Fire, tornado, 
and other emergency drills will be conducted to familiarize employees and students with evacuation 
procedures. Fire extinguishers are located throughout all District buildings. Employees should know the 
location of the extinguishers nearest their place of work and how to use them. 
 
Purchasing procedures Policy CH 
 
All requests for purchases must be submitted electronically through the RSCCC.  All requisitions will be 
produced with the appropriate approval on the generated purchase order. No purchases, charges, or 
commitments to buy goods or services for the District can be made without a PO number. The District will 
not reimburse employees or assume responsibility for purchases made without authorization. Employees 
are not permitted to purchase supplies or equipment for personal use through the District's business office. 
Contact accounts payable for additional information on purchasing procedures. 
 
Name and address changes 
 
It is important that employment records be kept up to date. Employees must notify the campus and central 
office if there are any changes or corrections to their name, home address, home telephone number, marital 
status, emergency contact, or beneficiary. Forms to process a change in personal information can be 
obtained from the human resource office. 
 
Personnel records Policy GBA 
 
Most District records, including personnel records, are public information and must be released upon 
request. Employees may choose not to allow public access to or have the following information included in 
a staff directory by submitting a written request to the human resource office no later than 14 days after 
employment with the District begins or ends. Employees also may request open access to this information 
be closed at any time: 
 
 Address 
 Phone number 
 Social Security number 
 Information that reveals whether they have family members 
 
 
Building use Policy DGA, GKD 
 
Employees who wish to use district facilities after school hours must follow established procedures. The 
ancillary services department is responsible for scheduling the use of facilities after school hours. Contact 
the Superintendent’s office to request to use school facilities and to obtain information on the fees charged. 
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Transportation 
 
Use of District vehicles by staff of the District and for use in transporting students or staff to District 
related functions are available upon request. A “Request for Transportation” form (see Appendix A 19) 
must be approved by your supervisor, completed fully and submitted to the secretary in the ancillary 
services department office. The form must be received ten days prior to the date of need. Regular bus 
routes will take first priority to any extra-curricular trips. Each District vehicle should be equipped with a 
current insurance card, an emergency information card, fire extinguisher, and hazard warning signs or 
flares. Drivers will be issued first-aid kits upon departure and are expected to turn in upon return of trip. If 
drivers are not issued a first-aid kit, then the vehicle you will be using is already equipped with a first-aid 
kit. If traveling to a destination that will necessitate refueling outside of the District, the driver will be 
issued a District gas card that will need to be turned in upon return. Drivers transporting students on a 
regular basis will be required to have Bus Driver Training and a CDL license. 
 
Rules for Care of District Vehicles 
 
 Only employees of the District will be allowed to drive District vehicles. 
 District vehicles are to be operated at all times in a responsible, safe manner. 
 Persons occupying the vehicle while in route will sit in an orderly fashion on seats and wear seat belts. 
 There will be no wrestling, fighting, loud talking or loud music that creates a distraction to the driver. 
 While at the function or event attended, there will be no lounging in the vehicle. All passengers are to 

exit the vehicle upon arrival and all doors are to be locked until the entire group is ready to leave the 
function or event and will board together. 

 The vehicle will not be left running when the driver is not present. Keys to the vehicle will not be left 
in the vehicle when the driver is not present. 

 Eating or chewing gum in District vehicles is not allowed. 
 All trash must be removed from the vehicle before it is turned in. 
 Drivers of vehicles must do an inspection of the vehicle for damage and cleanliness before it is turned 

in. 
 
If a vehicle is damaged or unclean, maintenance personnel will report this to the transportation office and 
the driver of the vehicle will be held responsible. Misuse of vehicles, unsafe or disorderly conduct of 
passengers will result in discontinued use of the vehicle. Any mechanical or physical damage to a vehicle 
is to be reported to the ancillary services department manager. 
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XI. TERMINATION OF EMPLOYMENT 
 
Resignations Policy DFE 
 
Contract employees - Contract employees may resign their position without penalty at the end of any 
school year if written notice is received 45 days before the first day of instruction of the following school 
year. A written notice of resignation should be submitted to the superintendent. Contract employees may 
resign at any other time only with the approval of the Board of Trustees. Resignation without the consent 
of the board may result in disciplinary action by the State Board for Educator Certification. 
 
The superintendent will notify SBEC when an employee resigns and reasonable evidence exists to indicate 
that the employee has engaged in any of the acts listed in Reports to the State Board for Educator 
Certification, on page 38. 
 
Non-contract employees – Non-contract employees may resign their positions at any time. A written 
notice of resignation should be submitted to the central office at least two weeks prior to the effective date. 
While not a requirement, employees are encouraged to include the reasons for leaving in the letter of 
resignation. 
 
 
Dismissal or non-renewal of contract employees  
Policies DFAA, DFAB, DFBA, DFBB, DFCA, DFD, DFF 
 
Employees on probationary, term, and continuing contracts can be dismissed during the school year or 
non-renewed at the end of the year according to the procedures outlined in District policies. Contract 
employees dismissed during the school year, suspended without pay, or subject to a reduction in force are 
entitled to receive notice of the recommended action, an explanation of the charges against them, and an 
opportunity for a hearing. The time lines and procedures to be followed when a suspension, termination, or 
non-renewal occurs will be provided when a written notice is given to an employee. Advance notification 
requirements do not apply when a contract employee is dismissed for failing to obtain or maintain 
appropriate certification or whose certification is revoked for misconduct.  Information on the time lines 
and procedures can be found in the DF policies (Local) or in the policy manuals located with each campus 
principal and at the central office. 
 
 
Dismissal of non-contract employees Policy DCD 
 
Non-contract employees are employed at will and may be dismissed without notice, a description of the 
reasons for dismissal, or a hearing. It is unlawful for the District to dismiss any employee for reasons of 
race, religion, sex, national origin, disability, military status, any other basis protected by law, or in 
retaliation for the exercise of certain protected legal rights. Non-contract employees who are dismissed 
have the right to grieve the termination. The dismissed employee must follow the District process outlined 
in this handbook when pursuing the grievance. (See Complaints and Grievances, Section VIII of this 
handbook and Policy DGBA (Local) on Appendix A 12-16 of this handbook. 
 
 
Exit interviews and procedures Policy DC 
 
Exit interviews will be scheduled for all employees leaving the District. Information on the continuation of 
benefits, release of information, and procedures for requesting references will be provided at this time. 
Separating employees are asked to provide the District with a forwarding address and phone number and 
complete a questionnaire that provides the District with feedback on his or her employment experience. 
 
All District keys, books, property, and equipment must be returned upon separation from employment.  
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Reports to State Board of Educator Certification Policy DF 
 
The dismissal or resignation of a certified employee will be reported to the State Board of Education When 
the superintendent first learns about an alleged incident of conduct that involves the following:   
 
 A reported Criminal History 
 Any form of sexual or physical abuse of a minor or any other illegal conduct with a student or minor 
 Soliciting or engaging in sexual conduct or a romantic relationship with a student or minor 
 The possession, transfer, sale, or distribution of a controlled substance 
 The illegal transfer, appropriation, or expenditure of school property or funds 
 An attempt by fraudulent or unauthorized means to obtain or alter any certificate or permit that would 

entitle the individual to a professional position or to receive additional salary associated with a position 
 Committing a crime on school property or at a school-sponsored event 
 Violating assessment instrument security procedures 
 

Reports concerning court-ordered withholding 
 
The district is required to report the termination of employees that are under court order or writ of 
withholding for child support or spousal maintenance to the court and the individual receiving the support 
(Texas Family Code §8.210, 158.211). Notice of the following must be sent to the court and support 
recipient: 
 
• Termination of employment not later than the seventh day after the date of termination 
• Employee’s last known address 
• Name and address of the employee’s new employer, if known 
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