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FORWARD

The Cartersville City Schools Board of Education values the contribution of its employees toward
the purpose of accomplishing the mission and goals of the school system. The Board acknowledges that
education is a people business and, as such, much of what the school system accomplishes is based on the
quality of the personnel employed by the system. Each position provided for by the Board is considered
valuable to the success of the school system and exists to benefit the children and community we serve.

This handbook is designed as a guide to you, an employee of the Cartersville City Schools. The
handbook serves to communicate for understanding our school system policies, procedures and protocols
as much as possible to employees and other interested parties. As with any organization, we have rules and
regulations which employees are expected to observe in order to maintain a safe, efficient, pleasant and
productive environment for all. These are simple, “common sense” rules which are designed to preserve
honesty, safety and good relations between employees and our customers.

The information contained in this handbook is not all-inclusive, and an employee may be
subject to discipline for any other circumstance which is not listed. Further, rules may be changed
or added to from time to time.

The school system, in its discretion and subject to Georgia law, may terminate an employee upon
the first infraction and without prior notice of any rule or other improper conduct, or may choose to place
the employee on probation or issue other discipline as the circumstances may dictate. The complete Board
policies and Operating Procedures are available at the Central Office and online at the system’s website,
www.cartersvilleschools.org. Questions about policy and procedures should be addressed to your immediate
supervisor, the Assistant Superintendent of HR/Operations, or the Superintendent.

It is intended that the basic information in this handbook apply to all employees within the
organization. However, it must be recognized that certain policies and procedures, because of either legal
or practical considerations, would not be appropriate for application to some personnel. Furthermore, due
to the nature and job expectations of certain positions, practices must be appropriately applied to the
various jobs within the school system.

Employees are NOT independent contractors. Each serves to carry out the intent, purposes,
policies and procedures of the School Board under the direction of the superintendent and his/her
administrative staff. The School Board in turn is responsible and accountable to the Carterville
community, parents, and students. Any subversion, sabotage, or undermining of the School Board or
superintendent may be considered insubordination and result in disciplinary action up to and including
termination. Staff members represent the school system, its schools, and its purposes.

Nothing in this handbook should be taken as an implied or explicit contract of employment.
Furthermore, no language in this handbook should be construed as creating a term of employment for any
specific length of time.

It is the responsibility of the employee to keep up with the latest and revised versions of the handbook
which will be posted on the school system website. Announcements, via the system’s email, will be made when
newer versions of the handbook are available.
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Section 1 — Professional Conduct

CODE OF ETHICS

The Georgia Professional Standards Commission (PSC) governs the conduct of all professionals employed or utilized by the
school system. The Code of Ethics defines the professional behavior of all educators in Georgia and serves as a guide to
ethical conduct. The PSC has adopted standards that represent the conduct generally accepted by the education profession.
This is what makes us “professional.” The code protects the health, safety and general welfare of students and educators,
ensures the citizens of Georgia a degree of accountability within the educational profession, and defines unethical conduct
justifying disciplinary sanction.

The Code of Ethics is specifically applicable to all certified employees including teachers, service personnel,
paraprofessionals, and administrators but also has implications of expectation for non-certified employees as well.

Definitions
Certificate refers to any teaching, service, or leadership certificate, license, or permit issued by authority of the PSC.
Educator is a teacher, school or system administrator, or other education personnel who holds a certificate, license or
permit issued by the PSC and persons who have applied for but have not yet received a certificate. “Educator” also
refers to paraprofessionals, aides, and substitute teachers.
Student is any individual enrolled in the state’s public or private schools from preschool through grade 12 or any
individual between under the age of 18. The enrollment period for a graduating student ends on August 31 of the year
of graduation.
Complaint is any written and signed statement from the Board, state board, or one or more individual residents filed with
the PSC alleging that an educator has breached one or more of the standards in the Code of Ethics for Educators. A
“complaint” is deemed a request to investigate. The PSC does not investigate anonymous complaints.
Breach of Contract occurs when an educator fails to honor a signed contract for employment by resigning in a manner that does
not meet the guidelines established by the GaPSC.

Standards
Standard 1: Legal Compliance - An educator should abide by federal, state, and local laws and statutes. Unethical
conduct includes but is not limited to the commission or conviction of a felony or of any crime involving moral
turpitude; of any other criminal offense including the manufacture, distribution, trafficking, sale or possession of a
controlled substance or marijuana as provided by law; or any other sexual offense; or any other laws applicable to the
profession. As used herein, conviction includes a finding or verdict of guilty, or a plea of nolo contendere, regardless
of whether an appeal of the conviction has been sought, a situation where first offender treatment without adjudication
of guilt pursuant to the charge was granted; and a situation where an adjudication of guilt or sentence was otherwise
withheld or not entered on the charge or the charge was otherwise disposed of in a similar manner in any jurisdiction.

Standard 2: Conduct with Students - An educator should always maintain a professional relationship with all students
both in and out of the classroom. Unethical conduct includes but is not limited to:

committing any act of child abuse, including physical and verbal abuse;

committing any act of cruelty to children or any act of child endangerment;

committing or soliciting any sexual act with a student or soliciting such from a student;

engaging or permitting harassment of or misconduct toward a student;

soliciting, encouraging, or consummating an inappropriate written, verbal, electronic or physical relationship
with a student; and;

furnishing tobacco, alcohol, or illegal/unauthorized drugs to any student or allowing a student under the
educator’s supervision or control (including but not limited to the educator’s residence) to consume alcohol,
or illegal/unauthorized drugs.

ISR S

s




Standard 3: Alcohol or Drugs - An educator should refrain from the use of alcohol or illegal or unauthorized drugs
during the course of professional practice. Unethical conduct includes but is not limited to:
1. being on school premises or at a school-related activity involving students while under the influence of,
possessing, using, or consuming illegal or unauthorized drugs; and
2. being on school premises or at a school-related activity involving students while documented as being under
the influence of, possessing, or consuming alcoholic beverages. A school-related activity includes, but is not
limited to, any activity sponsored by the school or school system (booster clubs, parent-teacher organizations,
or any activity designed to enhance the school curriculum; i.e., Foreign Language trips, etc.); and
3. failing to monitor and/or prevent the use of alcohol or illegal or unauthorized drugs by students are under the
educator’s supervision (including but not limited to at the educator’s residence or other private setting).

Standard 4: Honesty - An educator should exemplify honesty and integrity in the course of professional practice.
Unethical conduct includes but is not limited to, falsifying, misrepresenting or omitting:

1. professional qualifications, criminal history, college or staff development credit and/or degrees, academic
award, and employment history;
information submitted to federal, state, local school districts and other governmental agencies;
information regarding the evaluation of students and/or personnel;
reasons for absences or leaves;
information submitted in the course of an official inquiry/investigation; and
information submitted in the course of professional practice.
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Standard 5: Public Funds and Property - An educator entrusted with public funds and property shall honor that trust
with a high level of honesty, accuracy, and responsibility. Unethical conduct includes but is not limited to:

1. misusing public or school-related funds;

2. failing to account for funds collected from students or parents;

3. submitting fraudulent requests or documentation for reimbursement of expenses or for pay (including requests

for compensation based on fraudulent, purchased or plagiarized degrees, documents, or coursework);

4. co-mingling public or school-related funds with personal funds or checking accounts;

5. using school property without the approval of the board of education or authorized designee; and

6. using school system property for personal gain.

Standard 6: Remunerative Conduct - An educator should maintain integrity with students, colleagues, parents, patrons,
or businesses when accepting gifts, gratuities, favors, and additional compensation. Unethical conduct includes but is
not limited to:

1. soliciting students or parents of students to purchase equipment, supplies, or services from the educator or to
participate in activities that financially benefit the educator unless approved by the Board or authorized
designee;

2. accepting gifts from vendors or potential vendors for personal use or gain where there may be the appearance
of a conflict of interest;

3. tutoring students assigned to the educator for remuneration unless approved by the Board or Superintendent;
and

4. coaching, instructing, promoting athletic camps, summer leagues, etc. that involves students in an educator’s
school system and from whom the educator receives remuneration unless approved by the Board or
Superintendent. These types of activities must also be in compliance with all rules and regulations of the
Georgia High School Association (GHSA).

Standard 7: Confidential Information - An educator should comply with state and federal laws and state and local Board
policies relating to the confidentiality of student and personnel records, standardized test material and other information.
Unethical conduct includes but is not limited to:

1. sharing of confidential information concerning student academic and disciplinary records, health and medical
information, family status and/or income, and assessment/testing results unless disclosure is required or
permitted by law;
sharing of confidential information restricted by state or federal law;

3. violation of confidentiality agreements related to standardized testing including copying or teaching identified
test items, publishing or distributing test items or answers, discussing test items, violating system or state
directions for the use of tests or test items, etc.; and
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4. violation of other confidentiality agreements required by state or local policy.

Standard 8: Required Reports - An educator should file reports of a breach of one or more of the standards in
the Code of Ethics for Educators, child abuse (O.C.G.A. 819-7-5), or any other required report. Unethical
conduct includes but is not limited to:

1. failure to report all requested information on documents required when applying for or renewing
any certificate with the PSC;

2. failure to make a required report of a violation of one or more standards of the Code of Ethics for
Educators of which they have personal knowledge as soon as possible but no later than ninety (90)
days from the date the educator became aware of an alleged breach unless the law or local
procedures require reporting sooner; and

3. failure to make a required report of any violation of state or federal law as soon as possible but no
later than ninety (90) days from the date the educator became aware of an alleged breach unless the
law or local procedures require reporting sooner. These reports include but are not limited to:
murder, voluntary manslaughter, aggravated assault, aggravated battery, kidnapping, any sexual
offense, any sexual exploitation of a minor, any offense involving a controlled substance and any
abuse of a child if an educator has reasonable cause to believe that a child has been abused.

Standard 9: Professional Conduct - An educator should demonstrate conduct that follows generally recognized
professional standards and preserves the dignity and integrity of the teaching profession. Unethical conduct
includes but is not limited to a resignation that would equate to a breach of contract, any conduct that
impairs and/or diminishes the certificate holder’s ability to function professionally in his/her employment
position; or a behavior or conduct that is detrimental to the health, welfare, discipline, or morals of students.

Standard 10: Testing - An educator shall administer state and locally mandated assessments fairly and
ethically. Unethical conduct includes but is not limited to:

1. committing any act that breaches test security; and

2. compromising the integrity of the assessment.

Reporting
Educators are required to report a breach of one or more of the Standards of the Code of Ethics as soon as

possible but no later than 90 days from the date the educator became aware of the alleged breach unless the law
requires reporting sooner. Complaints to the PSC must be in writing and must be signed by the complainant.

PROFESSIONALISM

Duties and Responsibilities

All personnel assigned to a school are responsible for the following as directed by the principal/supervisor:
Performing all school duties and assignments faithfully and to the best of their ability;

Fulfilling designated individual responsibilities;

Working cooperatively with all school and system personnel,;

Working at designated tasks at an assigned place during the school day;

Working with extra school activities as assigned by the principal/supervisor or their designee.
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Staff-Student Relationships [see Policy JP — Staff-Student Relations]

It is mandatory that each member of the staff accept in good faith and with the highest professional resolve, each
student assigned to his/her classroom or subject. Furthermore, it shall be obligatory that the teacher accept each
child at whatever level of progress or achievement he/she has attained, and that the teacher make every
dedicated effort to enhance the educational progress and well-being of the child.

Specific student assignments to classrooms are an administrative function and shall be done in the best




educational interest of the child. All personnel are to maintain a professional, ethical relationship with students
and refrain from improper fraternization or undue familiarity with students. Dating or any improper relationship
between school system personnel and students is strictly prohibited.

Staff members should avoid “texting” students directly except either in group texts or when another employee is
included or copied on the text.

Dress and Appearance

Employees of the Cartersville Board of Education are expected to maintain a high standard of professional
conduct. Teacher dress and personal appearance while attending the Cartersville City Schools, and while
representing the schools or system in connected activities, should be such as to reflect dignity and pride in the
schools. Employees are expected to dress in an appropriate and professional manner as dictated by job duties
and responsibilities. Discretion in choice of wearing apparel and proper grooming helps to promote an
instructional atmosphere conducive to the educational environment.

For safety reasons, employees are not to wear non-slip footwear that is not secure about the heel of the foot
while in or on school or system premises including but not limited to flip flops, shower shoes, unsecure sandals.

Principals/supervisors or their designee shall have the authority to make a professional judgment as to the
appropriateness of dress of an employee while caring out their responsibilities. Principals/supervisors may
periodically designate spirit, casual or similar days on which the dress code may be modified. Employees may
be required to wear uniforms, protective clothing, or any type of protective device.

Conflicts of Interest

Staff members may not use their positions to influence students or patrons of the Cartersville City Schools for
personal gain. Selling items or providing services to students, parents or community members as a result of the
influence one has in the role of educator is prohibited.

A staff member shall not hold direct supervisory responsibility over a relative. Relatives are defined in this
policy as mother, father, grandmother, grandfather, or grandchild of the employee or the employee’s spouse, and
the spouse, son, son-in-law, daughter, daughter-in-law, brother or sister of the employee, or any relative living in
the immediate household of the employee.

HARASSMENT
[see Policy GAEB—Harassment]

It is the policy of the Cartersville School Board that its employees shall be able to work in an environment free
from harassment, including sexual harassment, and all forms of discrimination.

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
constitute sexual harassment when:
1) submission to such conduct is made either explicitly or implicitly, as a term or condition of an
individual’s
employment;
2) submission to, or rejection of such conduct by an employee is used as a basis for employment decisions
affecting such individual; or
3) such conduct has the purpose or deliberate effect of substantially interfering with an employee’s work
performance or creating an intimidating, hostile, or offensive working environment.

Direct or implied requests by a supervisor for sexual favors in exchange for actual or promised job benefits such
as favorable reviews, salary increases, promotions, increased benefits, or continued employment are sexual




harassment. In addition to these examples, other sexually oriented conduct, whether intended or not, that is
unwelcome and has the effect of creating a work place environment that is hostile, offensive, intimidating, or
humiliating to male or female workers may also be sexual harassment.

While it is not possible to list all circumstances that may be sexual harassment, the following are some examples
of conduct which, if unwelcome, may be considered sexual harassment under this policy.

e Unwelcome sexual advances — whether they involve physical touching or not;

o Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex life;
comment on an individual’s body; comment about an individual’s sexual activity, deficiencies, or
prowess;

o Displaying sexually suggestive objects, pictures, cartoons;

Continuing to ask an employee to socialize on or off-duty when that person has indicated that he/she is
not interested,

e Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive comments;

e Continuing to communicate sexually suggestive notes or letters if it is known or should be known that
the person does not welcome such behavior;

o Retaliation of any kind for having filed, supported, or cooperated in the investigation of a complaint of
sexual harassment;

e  Off-duty conduct which falls within the above definition and affects the work environment;

e Derogatory or provoking remarks about or related to an employee’s sex or sexual orientation.

Any employee who violates this policy will be subject to disciplinary actions. Any employee who feels that
he/she has been subjected to any form of sexual harassment may have his/her concerns addressed through the
Employee Complaint Procedure [see Policy GAE—Complaints and Grievances].

Claims of intimidating, hostile, or offensive working environment or similar accusations must meet the legal
threshold for a finding in support of the claim. These types of claims must show an alteration of the terms,
conditions, or reasonable expectations of a positive working environment. Furthermore, there must be a
behavior, action or communication that is found to be discriminatory in nature as required under provision of
law.

MONIES AND EQUIPMENT

Handling Funds [see Policies DIA — Accounting & Reporting System; DJE — Purchasing; DJED (OP) — Bids,

Proposals & Quotations; DO — School Properties Disposal; DK — Student Activity Funds; DJED-R (OP) — Bids,

Proposals & Quotations Procedures]

From time to time, an employee may have in his/her possession funds belonging to students, the school, or

support organization. Employees shall not leave funds or valuables unsecured such as in a desk drawer or in any

place where theft or loss may occur. The security of funds is the employee’s responsibility. It is important that

receipts be given for money collected for the employee’s protection as well as for good business practice.

1. Funds collected from students and from other sources for student activities shall be expended for the
intended purpose(s), including school-related incidental expenses incurred by school personnel.

2. School personnel shall have itemized receipts for any purchases to support purchase orders, requisitions, or
contracts. School and system funds are paid only on invoiced amounts.

3. School personnel shall not require the collection of funds from students for expenditures that are included in

the school system’s budget.

School personnel shall maintain a clear audit trail from receipt of the funds to the disbursement of the funds.

Receipts are required for any cash amount collected of $5.00 or more. If a numbered ticket is given, a

receipt is not necessary. The numerical sequence (beginning and ending number) of tickets should reconcile

back to the cash received.
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6. Receipt forms are not necessary for checks. The cancelled check becomes the receipt. If a student or parent

wants a receipt, the school may issue one, however.

School employees should use pre-numbered school forms or receipt books issued by the school.

8. Approved volunteers, such as PTC Officers and other designated individuals may receive collections and
issue receipts under the supervision of a school employee at the direction of the principal. However,
volunteers are not bonded and the school is subject to any financial loss caused by the mishandling of funds
handled by volunteers.

9. The employee receiving monies should complete the form or receipt book to accurately record the cash
received, and to substantiate all bank deposits.

10. Cash Receipt Forms should be completed in pen.

11. Under no circumstances should the receipt amount or signature be altered on the Cash Receipt Form. If
either of these occurs in the preparation of the form, mark the form as “VOID” and complete a new form.
All voided forms should be retained for audit purposes.

12. At the end of each day all cash and checks shall be turned into the bookkeeper. If the bookkeeper is
unavailable, monies should be given to the school administrator in charge. Under no circumstances should
monies be kept by the individual employee.

13. Money collected for different purposes must be kept separate and identified separately to the bookkeeper.
The bookkeeper should count the money in front of the person turning it in and issue a receipt for the cash
amount.

14. If the cash amount collected is less than $5.00 per individual, a type of locked box system with a slot (or
something similar) should be utilized. This is best accounting practice and employees should not handle
cash without receipting. Students should be encouraged to have exact change and they will actually place
the money in the box. The box is then to be opened by the bookkeeper. The person turning in the funds will
count the money and the bookkeeper will issue a receipt.

15. Cash collected less than $5.00 can be noted using a roster as a receipting document when needed. The
roster should be marked as to the person that has paid and a copy then given to the bookkeeper with the
cash. The amount of money received should reconcile with the number paid.

16. All payment of bills will be made through the school or system office.

17. All equipment and supplies determined no longer usable by the school must be officially surplused by the
Board of Education and designated for surplus sale or disposal.

18. All receipts, invoices and packing slips must be turned in to the bookkeeper or finance department
immediately. Packing slips and invoices must be reconciled with purchase orders. In the case where no
packing slip is available or can be located, a person other than the one who placed the order should check
and sign for receipt of the items.

19. Employees or representatives of the school system cannot accept gifts or donations on behalf of a school or
program without approval of the Board.

20. All school and organization accounts/purchases are subject to audit.
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Purchase Orders Required [see Policy DJE - Purchasing]

Purchase orders must be secured by an employee before ordering, securing or encumbering school or system
funds. Any orders or encumbrances obtained without a purchase order are the sole responsibility of the person
placing the order or having the authority to instruct others to do so. Postage and/or shipping costs should be
included on the purchase order requisition. Purchase orders go out within 48 hours after final approval.

Bids and Quotes [see Policy and Operating Procedure DJE — Bids, Proposals & Quotations]

Written, sealed bids are required for all purchases of goods and services made for any purpose providing such
purchase is equal to or in excess of $25,000.00. All purchases greater than or equal $15,000.00 and less than
$24,999.00 shall be made only after 3 written quotes for the item(s) are obtained by the Superintendent or
his/her designee. Quotes must be submitted to the school administrator for school level purchases, and to the
Director of Finance for system level purchases. If, after exhausting all available avenues 3 bids/quotes are not
available, the Superintendent may recommend the purchase based upon available vendors who meet the




specifications/requirements for the item(s). There shall be a clear audit trail at all points of any financial
transaction involving funds from a student or the school to the vendor.

Purchases may not be divided into smaller units in an effort to circumvent any provision of purchasing policy,
procedures or requirements

Items or services listed on state contracts or bids from another local, state, or federal agency may be utilized
without being subject to the provisions of Board policy and procedures related to purchasing where it is deemed
by the Superintendent to be in the spirit of policy and the most effective and/or efficient use of funds.

Purchasing from local vendors (within Bartow County) shall be favored whenever the following factors are
equal between local and non-local vendors: a) quality & suitability of product, b) pricing, c) conformance to
specifications, d) convenience & timing of delivery, e) reputation & past service to the school system. To
exclude any vendor from award of a bid based upon reputation or past service, the school/department must have
written documentation submitted in a timely manner and relevant in terms of recency and the type of item(s)
being considered.

All athletic and band uniforms, including practice and/or warm-up clothing shall be bid when new uniform sets
are needed. When replacement uniforms or portions of uniforms are needed on a limited basis to fill in missing
or damaged items, and the intent is to match existing uniforms, staff may utilize previous awarded vendors
without going through a bid process. Typical and necessary athletic equipment and supplies shall be bid out
using specifications developed by staff and the athletic director. Such equipment shall include, but not be
limited to, headgear, shoulder pads, bats, protective gear and equipment, balls, bags, mats, etc. Athletic
shoes/cleats are exempt from bidding because of sizing issues, style changes, and individual needs. However,
purchases of these shoes shall require three written quotes with at least one solicited local vendor when
available. Emergency purchases for replacing broken, damaged, or missing items can be made with approval of
the Superintendent or his/her designee upon the recommendation of the principal or athletic director.

Solicitations

The soliciting of contributions and or sales, the advertisement of products, or the endorsement of one product
over another by school personnel in their relations with students is prohibited by the Board unless annual prior
approval is obtained from the Board.

Fund Raising [see Policy DK — Student Activity Funds]

All fund-raising activities on behalf of the Cartersville City Schools, its schools, or its support organizations,
must be approved prior to the activity and before any items are purchased. Teachers, coaches and sponsors of
clubs and organizations must submit a fund-raising request on the approved system form and have prior
approval of the principal. In all cases, the use of students in door-to-door fund raising activities is prohibited.

Use of System Purchasing Card
When issued or using a system purchasing (credit) card, the employee agrees to the following:
1. To review all receipts before leaving the place of transaction to ensure no sales tax is included. If sales
tax is charged the employee will be financially responsible.
2. Toturn in proper documentation (receipts, requisition, travel voucher, etc.) ASAP, no later than five (5)
business days from the transaction date.
3. Toreport a lost or stolen card to the Finance Department and VISA immediately.
4. To be responsible for any and all charges made on the account under the employee’s name.
5. Not to allow anyone else to use the card without express authority of the Superintendent or his/her
designee.
6. Not to charge any food, drink, or any items of a personal nature.
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7. Not to use the card for fuel purchase. Bus drivers may use the card for fuel purchases only if approved
in advance.

8. When used for official travel, only charges for lodging expenses (room and parking) and a rental car
(including gasoline) are approved. All other items (food, drinks, etc.) must be paid by the employee.

9. Understand that use of a system purchasing card is a privilege which can be denied immediately and
misuse can result in disciplinary actions up to and including termination of employment.

Relationships with Vendors

Personnel shall not extend favoritism to any particular vendor or sales representative. Each order placed shall be
on the basis of quality, price, and delivery, with past service and vendor reputation being factors if all other
considerations are equal. No employee shall endorse any product of any type or kind in such a manner as will
identify him/her in any way as an employee of the school system.

The highest ethics should be followed by all personnel in regard to the giving and receiving of gifts and
gratuities. No employee shall directly or indirectly solicit any gift or accept or receive any gifts, whether in the
form of money, services, loan, travel, entertainment, hospitality, thing or promise, or any other form, under
circumstances and of such value that it could be inferred that the gift was intended to influence him or her in the
performance of official duties. Gifts from suppliers to employees should not be accepted and should be returned
unless they are mere tokens or advertising giveaways of little monetary value inscribed with the supplier’s
name.

No employee shall purchase or contract to purchase either verbally or in writing any goods or services in any
form not prescribed in policy. Any employ who violates the provisions of policy or its procedures may be
subject to disciplinary action up to and including termination or nonrenewal.

Reimbursements: Prior approval should be obtained before purchasing anything for the school for which you
plan to be reimbursed. The school system does not reimburse for sales tax. An itemized receipt is required for
reimbursement and the receipt should only contain those items for reimbursement. Employees should make a
separate purchase for personal items. All requests for reimbursements shall be made no later than thirty (30)
days after the expenditure but no later than June 30 for each fiscal year.

Travel Reimbursements: Prior approval for system/school travel is required. Reimbursement for eligible
travel expenses shall be made on the approved form with all required supporting documentation. The school
system does not pay for any travel upgrades; e.g., flying first or business class, etc. Requests for travel
reimbursement must be made as soon as possible, but not later than 30 days from the travel dates.
Reimbursement request must be on the approved form and received at the central office by the 5™ to be paid on
the 15™ and by the 20" to be paid on the last day of the month. Reimbursement is by direct deposit.

Generally, hotel expenses are only reimbursable when staying more than fifty (50) miles from the employee’s
primary work place or residence, whichever is closer to the event or activity. Also, the system/school does not
pay for or reimburse over the amount charged at the conference rate(s), when applicable.

Accounts Payable
System bills are paid on the 15" and the last day of the month. Employees should refrain from promising to
vendors or individuals other payment arrangements.

Returned Checks
All checks returned to the school or school system for insufficient funds will be automatically turned over to an
outside agency for collection of the obligated amount plus a collection fee (currently $35.00).
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Cafeteria Charging

Cartersville School Nutrition offers the option of charging meals to adults as a courtesy on a monthly basis.
This is a privilege, not a requirement. Charges may run for a period of one calendar month. An employee must
pay his/her balance in full by the second day of the calendar month after payday in order to continue to be able
to charge meals. Employees may also pay for cafeteria meals in advance.

Gifts to the School/System

The Board reserves the right to reject any donation which the Board deems inappropriate, establishes
an unfair inequity, obligates the Board to immediate or ongoing costs, or for any other good and
sufficient cause. Employees or representatives of the school system cannot accept a donation or gifts
on behalf of a school or program without approval of the Board.

Technology Purchases

All technology purchases, including but not limited to, printers, scanners, iPads, iPods, laptops,
readers, readers, computers, whiteboards, etc., must have prior written (email or signature) of the
technology department before the purchase and subsequent implementation. This procedure includes
any device bought by a staff member who is seeking reimbursement.

Use of School Equipment

School and school district equipment is primarily for the education of students. However, with prior approval

by proper authority, employees may obtain permission to use certain school and/or school district equipment for

personal or non-school sponsored purposes under the following conditions.

The equipment is used during non-school hours.

The equipment is used by employees on their own time.

Equipment use shall in no way restrict the use of the equipment for the education of students.

The equipment is not used for illegal, immoral or commercial purposes.

Prior approval is obtained from proper authority.

If the equipment is to be removed from the facility, approval must be obtained from the Principal or

Superintendent in writing with specific times establish for the equipment’s removal and return.

7. Employees who use school or school district property for personal or non-school use shall hold the
school and school system free and without harm from any loss or damage liability or expense that may
arise as a result of the loan or use of the equipment.

8. In the event that equipment loss or damage is incurred by the school or school district, the
Superintendent shall cause to be determined the extent of the loss or damage and bill the borrower for
damages or loss. Such costs may be deducted from the employee’s wages.

9. Consumable supplies must be provided by the employee at no cost to the school or school district.

S

Grants

Employees of the school system seeking to apply for grants and grant funding should seek approval
from their immediate supervisor who in turn must seek approval from the Superintendent or his/her
designee. Employees must not obligate the school or school system in matters related to grants
without express permission.

Gifts and Classroom Adoptions

Any monies, equipment or supplies given through/to a particular staff member belong to the school/
district. Equipment donated or bought with these types of funds must be inventoried like any other
purchase. These items remain in that school, although the principal does have the option of moving
the materials to other locations in the building. Any technology related devices purchased with
personal or donated funds must be the type and configuration like those approved and in use within the
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district before connecting and given access to the system network. These types of devices will not be
supported by the district unless fully donated to the school/system permanently and added to the
system inventory.

School System Vehicles
School system vehicles shall not be used for personal use. Individuals identified by the Superintendent may be
authorized to drive a system vehicle to and from their home each day.

Reporting of Fraud

To ensure that the reporting of suspicion of fraudulent activity, the Cartersville School Board ensures
employees, constituents and providers shall have confidential channels to report suspicious activity. Fraud is a
false representation of a matter of fact, whether by words or by conduct, or by concealment of that which should
have been disclosed, that is used for the purpose of misappropriating property and/or monetary funds.

1. Anyone suspecting fraud concerning federal, state or local programs should report their concerns to the
Superintendent or his/her designee.

2. Any employee of the school system who receives a report of suspected fraudulent activity shall report
this information within the next business day to the Superintendent or his/her designee. Employees
have the responsibility to report suspected fraud immediately. All reports can be made in confidence.

3. The Superintendent or his/her designee shall conduct or investigate employees, providers, contractors,
or vendors as necessary and appropriate.

Tutoring for Pay
Teachers employed by the Board have an obligation to help students achieve academically to the best of their
ability. In order to avoid possible conflicts of interest, teachers shall not receive pay for privately tutoring
students who are enrolled in their classes or activity. This restriction does not apply under the following
circumstances:

1. Summer months when teachers are not under contract.

2. Programs approved by the Board which compensate teacher for after-hours instructional activity.

3. Out-of-school hours tutoring in areas of enrichment which cannot reasonably be provided during the

regularly scheduled day.

Teachers tutoring for pay will be charged a fee for the use of school system facilities, if used. The fee that
teachers will be charged for using school facilities for tutoring will be 5% of the gross income the teacher
receives for tutoring. During the school year, teachers tutoring for pay must secure prior approval from their
principal using the form provided by the district and make prior arrangements for payment of the facility use
fee.

Athletic coaches must not accept any payment or other remuneration for tutoring or coaching individual students
who are eligible to participate in their particular sport/activity at their level of participation (i.e., high school,
middle school).

Accidents and Injuries

All accidents and injuries occurring on any school campus, system provided transportation, or at any school-
sponsored activity must be reported immediately to the school nurse. If a school nurse is not readily available,
the report should be made to the school or system administration. This procedure pertains to accidents/injuries
of students, staff, or visitors.
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DRUG-FREE WORKPLACE
[Policy GAMA-Drug-Free Workplace]

The Board is concerned with the well-being of all employees and recognizes that a drug-free workplace
encourages employee productivity, promotes the accomplishment of the Board’s mission and goals, and enhances
a positive educational environment for students. In accordance with the Drug-Free Workplace Act of 1988, the
Board declares that the unlawful manufacture, distribution, sale, possession or use of alcohol, marijuana,
controlled substances, and other dangerous drugs (including but not limited to narcotic drugs, stimulants,
depressants or hallucinogenic drugs) or being at work under the influence of alcohol, controlled substances,
marijuana or other dangerous drugs is a serious threat to public health, safety and welfare. With this in mind, the
Board declares that its work force shall be free of any person who would knowingly manufacture, distribute, sell
or possess a controlled substance, marijuana or a dangerous drug. This prohibition specifically includes the
location of the employee’s workplace. Furthermore, this prohibition also includes, but is not limited to, an
employee being under the influence of alcohol or controlled substances while on duty or carrying out the duties
of employment in the workplace or at any school activity on or off school property.

Any employee who is convicted for the first time, under the laws of this state, the United States, or any other
state, of any criminal offense involving the manufacture, distribution, sale or possession of a controlled
substance, marijuana or a dangerous drug shall be subject to disciplinary action. At a minimum, such an
employee shall be suspended for a period of not less than two months and shall be required to complete, at his or
her own expense, a drug abuse treatment and education program licensed in the state of Georgia and approved
by the Board. At a maximum, such an employee may be terminated from his/her employment with the school
system. Any employee who is convicted for a second or subsequent time under the laws of this state, the United
States, or any other state, of the offenses included in this policy shall be terminated from his or her employment
and shall be ineligible for employment with the school district for a period of five years from the most recent
date of conviction.

For purposes of this policy, the following definitions shall apply. A controlled substance is defined as those
drugs or substances listed in Schedules | through V of the federal Controlled Substance Act, including but not
limited to marijuana, cocaine, heroin, opiates and amphetamines. Not included are substances used in
accordance with a valid prescription. A dangerous drug is defined as any drug, other than a drug listed in any
schedule of Article 2 of O.C.G.A. Title 16, Chapter 13, which may be dispensed only upon prescription. The
work place is defined as a geographic location at which an employee performs work pursuant to his/her
employment with the Cartersville School Board including travel when in travel status. A conviction refers to
any conviction in a court of competent jurisdiction, specifically including acceptance of a plea of guilty, nolo
contendere, or any plea entered under the First Offenders Act of Georgia or any comparable state or federal
legislation. A criminal drug statute is defined as a federal or non-federal criminal statute involving the
manufacture, distribution, sale, use or possession of any controlled substance.

If, prior to an arrest for an offense involving a controlled substance, marijuana or dangerous drug, an employee
notifies the Superintendent or the Superintendent’s designee that the employee illegally uses a controlled
substance, marijuana or a dangerous drug and is receiving or agrees to receive treatment under a drug abuse
treatment and education program licensed under Chapter 5 of Title 26 of the Official Code of Georgia and
approved by the Board, the employee shall be entitled to maintain his/her employment for up to one year as long
as the employee follows the treatment plan. During this period, the employee shall not be separated from
employment solely on the basis of the employee’s drug dependence, but the employee’s work activities may be
restructured if practicable to protect persons or property. The rights granted by this policy shall be available to
an employee only once during a five-year period and are intended to be and shall be interpreted as being the
same as those minimum rights granted pursuant to the Georgia Drug-Fee Work Force Act and any subsequent
amendments thereof.
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This policy is not intended and shall not be interpreted as prohibiting the system from taking appropriate
disciplinary action against an employee where there exists evidence that an employee uses, distributes, or sells
illegal drugs even though the employee has not been convicted of any criminal offense or where there exists
evidence that an employee is under the influence of alcohol while on duty, except that the school system may
not use statements of any employee to the Superintendent requesting treatment as described in this policy.

Any employee who tests positive on a drug test associated with an injury or accident on the job for any controlled
substance, marijuana, or other dangerous drug as defined in this policy, is subject to the conditions and consequences
of this policy and may be disciplined accordingly up to and including termination of employment.

Employees suspected of being under the influence of any drug, including alcohol, may not be allowed to remain in the
workplace. Employees under the influence of valid prescription or over-the-counter medications may not be allowed
to remain in the workplace if in the judgment of the immediate supervisor such permission is a concern of public
health, safety or welfare to students, other staff members, or to the employee. If, in the judgment of the supervisor,
allowing the employee to remain at the workplace jeopardizes the positive climate in the workplace, then the employee
may be required to leave. If a supervisor has knowledge or suspects an employee of being under such influence, he/she
may request the employee to leave the workplace, provide alternative transportation to remove the employee, and/or
contact the Superintendent or his/her designee. The Superintendent or his/her designee may also contact appropriate
authorities if there is a suspicion of a drug-related criminal offense.

As a condition of employment, compliance with the standards of conduct outlined in this policy is mandatory
and employees shall notify the Superintendent or his/her designee within five (5) days of any arrest on any drug-
related criminal charge and further notify the Superintendent or his/her designee within five (5) days of any
conviction of a drug-related offense.

TOBACCO USE
[see Policy GAN—Tobacco Free Environment]

In accordance with the “Georgia Smoke Free Air Act,” the Board prohibits tobacco use of and/or display of
tobacco products. This prohibition includes the use of tobacco products by employees at all times, including
when such employees are directly instructing or supervising students, whether directly or indirectly. No student,
staff member, school visitor, or volunteer is permitted to possess or use any tobacco product at any time,
including non-school hours, 24 hours per day, and seven days a week:

¢ Inany building, facility, or vehicle owned, leased, rented or chartered by the Board or school;

e On any school grounds or property, including athletic fields and parking lots owned, leased, rented,

utilized or chartered by the Board of school;
e At any school-sponsored or school-related event on campus or off campus.

The following regulations are in effect for the Cartersville City Schools:
A. Rules and Regulations--
1. The administration shall take into consideration a job applicant’s desire and capability of performing his/her
duties without use of tobacco products while on duty.

2. Employees are prohibited from using or displaying tobacco products in front of or in the presence of
students while the employee is on duty during the normal school day, while on duty at any school or system-
sponsored function, or while on school grounds.
3. Tobacco product use is banned from all school system facilities, grounds and system vehicles.

B. Actions to be taken if violations occur--
1. If an employee initially violates this policy, the employee’s supervisor shall give the employee a warning
and remind the employee of this policy. The supervisor shall record a written account of the incident
and give a copy to the individual as well as place one in the individual’s file at the local level.
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2. Upon a second violation of this policy, the supervisor shall provide the employee with a written
reprimand stating the date, time and place of said violation and shall warn the employee
that further violations shall constitute acts of insubordination.
Upon a third violation of this policy, the supervisor shall report the incident to the Superintendent who,
in turn, shall issue a letter of reprimand in the employee’s personnel file.
Upon a fourth violation of this policy, the employee will receive three days of suspension without pay
plus proper documentation in the employee’s personnel file.
Upon a fifth violation of this policy, the employee will be indefinitely suspended without pay and
dismissal procedures will be initiated.

Visitor, Volunteers, and Contracted Services Personnel Rights and Responsibilities--
1. All use of tobacco products shall end prior to entering a school campus or school event.
2. Ifaviolation occurs, a verbal reminder of the Board’s policy shall be given. Volunteers or contracted
service personnel guilty of a second violation shall be advised that their services will
not be accepted as long as they are unwilling to adhere to the policy.
3. In dealing with visitors on school property, supervisors shall remind them of the Board’s policy in a
tactful and courteous manner and ask them to refrain from using tobacco and/or tobacco products during
their visit.
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Section 2 — Employment

Egqual Opportunity [see Policy GAAA — Equal Opportunity Employment]

The Board is committed to a policy of nondiscrimination in relation to race, color, religion, national origin,
political affiliation, age, handicap, or sex. This policy will prevail in all matters concerning employees,
(employment, retention and advancement), students, parents, the general citizenry, educational programs and
services, and persons with whom the Board does business.

In keeping with the Board’s commitment and the requirement of applicable State and federal law, the Board and
staff will strive to remove any vestige of discrimination in employment, assignment and promotion of personnel,
in educational services and opportunities offered students, in location and use of facilities; in educational
materials; and in all business transactions conducted by the Board.

Title IX Compliance

It shall be the policy of the Board that no person (student or employee) shall on the basis of sex be excluded from
participation in, be denied the benefits of, or be subjected to discrimination under any education program or activity or
in recruitment for employment, and related benefits. The Board designates the Assistant Superintendent of
HR/Operations as responsible for coordination of efforts to assure compliance with Title IX mandates with regard of
employed personnel. The Board further assigns the responsibility for coordination of efforts to comply with requirements
of Title IX with regard to students to the Athletic Director.

Section 504 Compliance

The Board recognizes its responsibility, in accordance with Section 504 of the Rehabilitation Act of 1973, to
provide a public education to those students enrolled in an education program in the school system or entitled to
an education within the school system. The Board appoints the Director of Special Programs to serve as the
coordinator for Section 504 to assure compliance to the law.

Employment Status

The following terms are used to describe the classification of employees and their employment status:
Exempt. Employees whose positions meet specific tests established by the Fair Labor Standards Act (FLSA) and
applicable state law and who are exempt from overtime pay requirements. Examples: teachers and administrators,
certain support staff.
Non-exempt. Employees whose positions do not meet FLSA and state exemption tests. Examples:
paraprofessionals, clerks, most secretaries, bus drivers, cafeteria staff, custodians, maintenance personnel, etc.
Full-time. Employees scheduled to work 30 hours or more per week. Employees working 20 or more hours per
week are eligible for benefits.
Part-time. Employees scheduled to work less than 20 hours per week. Those employees working fewer than 20
hours per week are ineligible for benefits.
Certified. Most employees who are required to have a certificate issued by the Georgia Professional Standards
Commission or other comparable licensing organization.
Classified. Employees who are not required to have a certificate or license to practice their trade in the state, except
that paraprofessionals are considered classified employees. Classified employees are “at-will” employees and as
such may be terminated from their position at any time by the school system.

Fingerprinting
It is the intent of the Cartersville City Board of Education to comply with all regulations as stipulated in Georgia

legislation regarding Fingerprinting and Criminal Records Check for Educators. Expenses for such required
fingerprinting are the responsibility of the employee. All new hires, certified and classified, will undergo
fingerprinting and a criminal record check through NCIC and GCIC. All employees must have a background
check every five years thereafter.
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Contracts

Each certified employee who has been approved for employment in a teaching or leadership position shall be
offered a legal and binding contract for the employment period. Recommendations are made by the
principal/supervisor to the Superintendent and by the Superintendent to the Board of Education. Contract
renewal from year to year depends upon job availability and a recommendation for re-employment by the
principal/supervisor and the Superintendent. Full-time hires only become benefit eligible after official approval
of the Board.

Contracts for new employees are temporary and are not considered binding until clearance is received from the
required fingerprinting and criminal records check, release from any previous contract, and verification of
appropriate certification.

A certificated employee who violates his/her contract with a school system may have his/her certificate
suspended or revoked by the PSC. As a Georgia Charter System, employees do not earn “tenure” in Cartersville
City Schools and the rules of Fair Dismissal Act are not applicable.

Employees are to be paid a salary equal, at least, to the amount applicable to the position held based on the
existing applicable work calendars and salary schedules. Salaries and any benefits are subject to the budgeting
process, including any amendments to the budget enacted during the term of any contract. The annual salary
shall be subject to adjustment on a pro rata basis for the number of days the employee does not work during the
annual pay period due to employment after the start of the contract year, resignation or termination of
employment prior to the completion of all scheduled work days, any absences from duty during which the
employee does not qualify for salary payment, or adjustment in official work schedules by the District.

Contract Periods

The system fiscal year begins July 1 and ends June 30 of the succeeding year. The teacher work year begins
with the first day of pre-planning and ends per the work year calendar established or amended by the Board of
Education. The first pay period is at the end of September and the last pay period is at the end of August of the
succeeding year. New teachers, not coming from another Georgia school system that pays in August, will have
their pay extended out over a 13-month pay period for the first year of employment. This will give the
employee a payroll disbursement at the end of August.

Resignations
Certificated personnel who, for any reason, intend to resign or who intend to retire are encouraged to indicate

their plans to their supervisor as early as possible. Resignations become effective at the end of the school year
in which they are submitted. Resignations requested to become effective earlier than at the end of school year
require a release from contract by the Board and must be considered on an individual basis. Resignations are to
be submitted in writing to the supervisor, Assistant Superintendent of HR/Operations or Superintendent.

Employees are required to return all Board of Education property, employee badges, and keys to their supervisor
prior to the effective date of resignation. The Board may withhold the employee’s final paycheck if such
property is not returned in proper condition by the effective date of a resignation. Further, access to all
computer systems shall be terminated no later than the date of resignation. Exceptions to computer access may
be considered on an individual basis. Such requests shall be made to the Assistant Superintendent of
HR/Operations.

Classified employees are considered “at-will” employees and as such may be terminated at any time from their
employment with the school system. Any classified employee is requested to give at least a two-week notice if
they intend to resign from their position.

18



Attendance

Regular and punctual attendance is expected and required of all employees. Employees are responsible for
reporting their absence in accordance with school procedures in a timely fashion. Employees may not leave
their work locations prior to the end of the work day without specific permission of their supervisor or designee.
Employees are responsible for following procedures for attendance related functions including, but not limited
to, sign in/sign out, requesting substitutes, leave requests, and notification of absences/tardiness.

Extended Year & Day Contracts

Extended year contracts shall be issued for work assigned and performed during a specified period of time
beyond the approved work year calendar. The approved number of days for an extended year contract must be
worked during the fiscal year for which the contract was awarded. Monthly and yearly documentation of
extended salary time and program responsibilities will be maintained and reported as required. All extended year
contracts are contingent upon available funding and need. There shall be no tenure or contract rights created in
extended days or extended years.

An extended day contract shall be provided for certain approved, certified employees who provide additional
support services related to instructional, curricular activities which extend beyond the regular approved school
day. Extended day services are contracted for yearly or by semester based solely at the discretion of the
Superintendent. The Superintendent shall have the final determination as to an individual’s eligibility.
Documentation of extended salary time and responsibilities will be maintained at the school site and shall be
reported as required.

Contract amendments are used for obligating the system and the employee for extended assignments such as
extra-curricular activities and compensated responsibilities. This is an amendment of the employee’s contract
and requires the fulfillment of those responsibilities. Such amendments shall be in writing.

Transfers

Employees may request a transfer to another school and/or position for which they are certified and qualified.
Such requests are generally received during the time the system issues Intent Forms annually (January —
February) prior to recommendations for employment renewal, but any request for a transfer shall be submitted
in writing by March 1. All transfers must be approved by the receiving principal/supervisor, the sending
principal/supervisor, any Director as appropriate (i.e., Special Programs), and either the Assistant
Superintendent of HR/Operations or Superintendent. A request for transfer does not obligate the system to
transfer an employee.

The Superintendent has the authority to transfer an employee at any time to any position for which the employee
is qualified and/or certified at any job site in the system.

Reductions in Force [see Policy GBKA — Reduction in Force]

From time to time, the Board may need to have a reduction in force of certified and/or classified personnel. The
best interest of the school system will be the determining factor as to the reduction and as to those persons to be
terminated or reassigned. This shall be within the sole discretion of the Superintendent and the Board. The
procedure used for classified or certified personnel will be as set by the Board upon the recommendation of the
Superintendent, as needed.

Requirement to Notify

Employees are required to notify the Superintendent or his/her designee at any time they may be arrested or
charged with any criminal act. An arrest, charge or conviction may or may not impact employment status with
the school system, but failure to notify represents a potential violation of employment conditions and/or the
Code of Ethics.
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Work Hours

All full-time employees are expected to observe a workday of eight (8) hours or a workweek of forty (40) hours unless
otherwise contracted or specifically employed. The principal or appropriate supervisor will establish the workday
schedule. Employees are expected to remain on school grounds during the workday unless otherwise specifically
approved by the principal/supervisor or his/her designee. Employees must request and notify their supervisor if they
must leave work early for any reason.

Specific duties to be performed by teachers include teaching, preparation for teaching, staff meetings,
conferences with students and parents, professional learning activities, individual and collaborative planning,
appropriate supervision, and related school activities in the community, and extra-class responsibilities, whether
or not these fall into the hours during which the teacher is required to be on duty at his/her school.

From time to time, the supervisor may need to change individual work schedules to meet school or system
needs. Notice of any change should be given as far in advance as possible.

Overtime [[see Policy GCRD — Overtime Pay]

The Fair Labor Standards Act (FLSA) provisions governing overtime work applies to “non-exempt” personnel.
Non-exempt personnel may only work up to forty (40) hours per week unless specific approval is obtained from
the appropriate supervisor to exceed this amount. Non-exempt employees who have been specifically approved
to work beyond the 40 hours must receive overtime compensation at a rate of one and one-half times their
regular hourly wage or a blended rate if working two different jobs for the system. Cartersville uses a Sunday to
Saturday “work week” for the purposes of FLSA.

Non-exempt employees may receive “compensatory time” in lieu of overtime pay when an agreement is arrived
at between the employer and employee before the performance of the overtime work. It is expected in the
system that no more than 24 hours approved compensatory time accrue at any one time. It is also expected that
compensatory time be taken within the pay period that it is earned. Compensatory time is traded at the rate of
1.5:1. When an employee with accumulated compensatory time requests to use his/her accrued time, the
employer must honor the request given at least 24-hour notice. Compensatory time is generally not allowed
during designated critical days.

Salaried workers who do not perform executive, administrative, or professional duties as defined by FLSA are
not eligible for exemption to the overtime rule. Generally, certified personnel are exempt from overtime status
and are not eligible to earn overtime pay.

Non-school Employment

The Board expects all personnel to regard their employment with the school system as their first employment
obligation. Should outside employment be accepted by an employee, it must be employment which takes
neither time nor energy from the employee’s school system position. Employees are advised that positions in
the school system require a certain level of energy, stamina, time and commitment. It is expected that all
employees provide a level of vigor to their job which benefits students and the schools appropriately and helps
carry out the functions, programs and purposes of the school.

Each principal shall have direct responsibility for evaluating the effects of outside employment on personnel
assigned to his/her staff. Employees may not leave their assignment with the school system or report late
because of non-school employment.

In no case shall an employee be allowed to sell instructional materials, reference materials, or other instructional
supplies during the regular school term or within the Cartersville City School System at any time.
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Emergency Closing of Schools

Under emergency situations created by extreme weather or other conditions, it may become necessary to close schools.
The Superintendent or designated representative will make the decision to close schools or to adjust schedules. The
decision will be made as early as possible and will be announced on as many local media sources as possible.
Additionally, the school system may utilize an automated messaging service to notify staff and students of any
changes. It is important for all employees to keep the school system up-to-date with valid phone numbers and contact
information. Employees usually must make up any days missed from the closing of school because of contract
requirements.

Workplace Inspection

The Cartersville City School System reserves the right to search any person entering on its property or offsite while
performing services or carrying out responsibilities of the school system, and to search property, equipment, and
storage areas, including but not limited to, clothing, personal effects, vehicles, buildings, rooms, facilities, offices,
parking lots, desks, cabinets, briefcases, lunches and toolboxes. Any items an employee does not wish inspected
should not be brought to work.

Workplace Décor and Usage

Food should not be eaten in the workplace outside of specifically designated areas. Those areas should not be
instructional areas or program offices. This is a health and cleanliness issue. Additionally, the school system
has contracted with an outside company to provide custodial services and the contract specifically prohibits food
outside of these designated areas.

Computers, equipment and furniture are not to be moved from one location to another (even within the same
building) without the express permission and specific approval by an authorized supervisor. All technology
equipment to be moved must be approved by the Technology Department and according to their protocol.

Electrical Appliances

The school system has implemented an Energy Management Program in order to be good stewards of public
funds. The policies set forth in this plan prohibit the use of microwaves, coffee makers, hotplates, fans,
refrigerators, lamps, etc., in instructional areas. Microwaves, refrigerators and coffee makes are allowed in
system-designated areas such as teacher’s lounges and teacher workrooms.

Children at the Workplace

As public servants, employees must be cognizant of their full obligation and responsibility to the constraints of the job
position. It is neither professionally responsible nor fiscally prudent for an employee to have his/her own child at the
workplace while carrying out the requirements of the job. Children who should be and must be supervised add
unnecessary liability to the school system and to the employee. Further, it is professionally unacceptable for an
employee’s child to attend faculty and staff meetings where the business of the school is being conducted. This policy
refers to teacher workdays as well as student school days.

Health Examinations

The Board has the authority to require a health exam of an applicant or employee, as provided by law, to provide
reasonable evidence that the employee is free from communicable disease and has the physical ability to fulfill
the requirements of the position. Any employee whose condition of health is thought to be unfavorable to the
welfare of students or other employees may be required at any time, upon recommendation of the
Superintendent, to submit to a health examination by a physician or surgeon. The expense of such a required
exam shall be borne by the Board. The report of such exam shall be made available to the Superintendent and
shall include a statement by the examining physician as to any physical or mental condition noted likely to
prevent the person examined from performing all duties and responsibilities of the position, or a statement that
no such condition exists. All employees are urged to have complete annual health examinations for
safeguarding of their health.
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“Free Speech”
When a public employee, including all school personnel, makes a statement (verbal or written in any format or

medium) pursuant to their official duties, the employee is not speaking as a citizen for First Amendment purposes.
Therefore, there is no First Amendment protection. Educators who use social media, including Facebook, Twitter or
similar services are responsible for their conduct and must recognize the likelihood that any posting will be viewed by
students, parents, other staff members and the community. Thus, any posting that contains content that reflects
unprofessional or unethical conduct may be evidence that would support disciplinary or remedial action.

Personal Safety

Staff members are advised to use wise care and judgment regarding their personal safety at all times while on
school grounds and in school buildings. Employees should not stand in chairs, on tables, on stools, in or on
desks, on counter tops, etc. Proper use of all equipment should be observed especially with items such as
ladders, step stools, all electrical devices, and power and hand tools.

ID Badges
All employees are to wear their system-issued ID badges during work hours. This is for the safety and security

of our students, staff, and schools. There may be a fee charged for anyone who loses or damages their ID and
needs a replacement. ID badges are made and issued at the central office.

Surveillance

Having carefully weighed and balanced the rights of privacy of students and staff against a duty to
maintain order, discipline, and a safe learning environment, the Cartersville City School System and its
schools may employ the use of surveillance equipment on school property and in school vehicles
(video, audio, picture, phone, etc.). Such use shall be subject to other policies of the system including
policies concerning the confidentiality of student and personnel records. Surveillance shall be used to
promote order, safety, and security of students, staff and property.

Job Vacancies

When a vacancy or anticipated vacancy is recognized, the system posts the position on the system website and for
certified positions at www.teachgeorgia.org. Current employees who are interested in a vacancy and feel they are
qualified and can perform the essential job functions shall give written notice (email is acceptable) to the Assistant
Superintendent of HR/Operations of the desire to be considered for the position. There is no guarantee, explicit or
implicit, that the current employee will get the job or receive an interview. A current employee’s interest will receive
equal consideration as that of an outside system applicant.

At-Will Employment

Georgia recognizes at-will employment. Classified staff are hired “at-will” and the employment can be
terminated at the will of either party, for any reason or for no reason at all. Certificated staff issued a
Cartersville Board of Education approved Contract do not have at-will employment.

Name, Address and Phone Changes

Each employee has the responsibility to keep the Payroll Office informed of his/her current mailing address and
telephone number. To change a name on personnel records, it is necessary for the employee to bring a copy of

the new social security card showing the new name to the Payroll Office. At the same time, the employee must
complete a name change application to change the name on the employee’s certificate.
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Personnel Records [see Policy GAK — Personnel Records]

The personnel file on each employee shall contain all documents required by law and all other items necessary
for the administration of personnel employed by the school system, excluding medical records relating to the
American Disabilities Act, Family & Medical Leave Act, and Workers’ Compensation. Personnel records of
employees are confidential. Official open records requests will release only what is required by law.

There is only one official “Personnel Record” for an employee and it is kept and maintained at the Central
Office. Only the Superintendent can direct what items may go into the personnel record of any employee. An
employee or former employee may examine the contents of their personnel record by contacting the Assistant
Superintendent of HR/Operations who is the chief personnel officer for the school system.

Personnel information requested by governmental agencies, school systems, public colleges and public
universities may be provided within the parameters of this policy. Employee name, employment dates, position
title, duty station, record of performance, and salary or wage data may be disclosed to businesses at the request
of the employee. Personnel records shall be produced upon receipt of appropriate court orders or subpoena. All
personnel records are kept in accordance with the records retention schedule for all resigned or retired
employees, including such essential information as appropriate. Employees will be expected to promptly
furnish all information required by the administration. Failure to do so promptly may result in withholding of
salary.

A personnel record shall be maintained for each employee in the school system and shall contain information
usually expected in good personnel administration such as application, recommendations, education credentials,
transcripts, correspondence, pertinent data concerning the employee, anecdotal notes, and evaluation reports.
Such records shall be considered confidential and shall be accessible only to authorized personnel as allowed.
Personnel records may be kept electronically.

All personnel records (except for third party reports or recommendations) shall be available for inspection by the
employee and others as provided by law.

In order to protect confidentiality rights of employees, administrators, and teachers, no employee shall release
any document, documents or information which would not be construed to be an open record pursuant to
Georgia law. The following personal information shall not be disclosed unless otherwise excepted by law or the
written consent of the subject has been obtained: home address, home telephone number, social security
number, insurance information, medical information, mother’s birth name, day and month of birth, credit card or
debit card numbers, bank account information and financial data or information, or health or medical
information. When responding to requests for allowable information, the above items shall be redacted from the
materials provided.

Furthermore, the school system shall abide by all laws and regulations pertaining to the use, misuse and/or
violations concerning the Georgia Crime Information Center (GCIC) and Criminal Justice Information System
(CJIS) Network, materials, records and information obtained thereof. The provisions shall apply to all
employees, non-paid employees, and vendors/contractors with access, to include physical and logical access, to
GCIC materials, records and information. All employees, non-paid employees, and vendors/contractors are
required to follow the policies, rules and procedures set forth by GCIC, GCIC Council Rules, CJIS Security
Policy, and the laws of the State of Georgia.

The following disciplinary action will be taken for general working errors involving violations determined to be
accidental errors or errors made due to the need of Security Awareness training. The severity of the error will be
evaluated by the Superintendent or his/her designee. This is a general guideline and its use will be determined
by the agency head or designee.
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1st offense (for less severe errors) - Verbal Warning and additional training, if needed

2nd offense (determined by the severity of error) Written reprimand and additional training
3rd offense — Written reprimand, possible suspension or termination and additional training
4th offense — Employment termination

For deliberate violations and/or misuse of GCIC/NCIC or information obtained thereof, other disciplinary
measures may be taken up to and including termination and possible criminal prosecution.

Full Disclosure Requirement

The employee shall notify the principal of the school or his/her director when the employee is working for or
representing a company/organization or as an individual or in partnership offering and/or doing business with
any school for products or services with any school or department in the district.

Annual Evaluations
Each system employee shall be evaluated annually using an instrument appropriate for the job position.

All teachers, principals and assistant principals will be evaluated in accordance with state law O.C.G.A. 20-2-
210, all applicable rules of the State Board of Education, and the Implementation Handbook for TKES or LKES
(Teacher or Leader Keys Effectiveness System) according to the job position.

An annual evaluation of “Unsatisfactory” or “Ineffective” must be reported to the PSC by the system and the
educator may not move up on the pay scale if eligible otherwise. Two “Unsatisfactory” or “Ineffective”
evaluations during a five-year period may result in a loss of the teacher’s certificate or denial by the PSC to
renew a certificate.

An appeal process [see Policy GBIA] is available to full-time teachers who have accepted a contract for the
fourth or subsequent consecutive year. A qualifying teacher may appeal summative performance ratings of
“Unsatisfactory” or “Ineffective” based upon procedural deficiencies on the part of the district in conducing the
evaluation. No more than five (5) work days after the summative evaluation conference, the teacher shall
provide written notice of appeal to the responsible evaluator detailing the factual basis for the appeal. This
appeal may be hand-delivered or sent by electronic mail. The principal responsible for the teacher shall be the
first level of review and shall respond in writing within five (5) working days of the appeal. If the teacher is
dissatisfied with the principal’s response, an appeal may be filed with five (5) business days with the Assistant
Superintendent of HR/Operations. This person or a qualified third-party administrator from outside the district
may be appointed by the Superintendent shall review the appeal. A written response shall be provided to the
teacher of this level two decision within five (5) business days. This level two decision shall be final.

Additionally, the Board believes that a program for evaluating classified personnel is an integral component in the
process of improving the quality of support and administrative services. All classified personnel shall have their
performance evaluated at least annually by an appropriate supervisor or administrator. All such performance
evaluation records shall be part of the personnel evaluation file and shall be confidential.
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Section 3 — Salary & Benefits

SALARY

Salary Schedules

Experience and training are used to determine the correct placement on the current schedule. Placement on the
Cartersville pay schedule is determined by actual number years of allowable experience per Georgia State Board of
Education Rule 160-5-2-.05. One hundred twenty (120) days successful full-time employment days or more equals one
year as relates to movement on the salary schedule. For classified personnel, the Board uses a salary schedule
based upon successful related experience and job position.

Salary is paid monthly on the last work day of the month per a schedule established by Payroll. It is the
employee’s responsibility to check the accuracy of their contract and/or salary sheet and report to Payroll any
discrepancies or questions. Failure to report such to the Board of Education within the contract year will
constitute a waiver of any claim or request for salary adjustment on the part of the employee.

Generally, employees who have retired and returned to work in positions less than full time are not eligible for
benefits such as insurance. These employees are not eligible for credited experience on the salary schedule.
Non-instructional personnel in these positions do not earn sick leave. At the approval of the Superintendent or
his/her designee, an employee in this status may make up work time if the work is made up within the next
weekly pay period. Otherwise, leave is without pay.

Salary Addendum

Addenda to salaries for extra-curricular and extra duty assignments shall be executed as soon as possible during
school year for those employees assuming these responsibilities. The addendum serves as a contract for
carrying out the specified responsibilities for the given school year. There is no promise or guarantee of a
particular extra-curricular or extra duty assignment from year to year. Additionally, the principal and/or athletic
director has the authority to revoke such an assignment when it is believed to be in the best interest of students
or the program. If such a revocation occurs or if the employee is released from the responsibility, appropriate
salary adjustments will be made. Compensation for these assignments is generally divided out over the course
of the entire contract period. Teachers of physical education may be required under contract to coach/sponsor at
last one extra-curricular activity to be determined by the principal or athletic director.

Direct Deposit
The school system requires direct bank deposit of payroll for all employees. Employees have their payroll

checks deposited directly into a bank or credit union account of their choosing. The employee may sign up for
direct deposit through the Payroll Office. There is no charge for this service. If an employee closes their bank
account and does not notify the payroll office, the system will have up to five (5) business days after notification
to replace the payroll check. If an employee on direct deposit does not complete the employment year, their
direct deposit will be turned off before their last check. The last check will be mailed to the last known address
the school system has on file; or in some cases may be picked up at the Payroll Office after the monthly release
of checks.

Garnishments

Salaries of employees of the school system shall be subject to garnishments as covered by laws regulating
garnishments. However, employees are expected to handle their financial obligations properly and not get into a
situation where creditors take garnishment action.

Contacting Payroll
Non-emergency inquiries to payroll should initially be made via system email. Emails should be answered
within 24 hours. Please request an appointment if you need to meet with someone regarding payroll/benefits.
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BENEFITS

Social Security & Medicare

All employees of the Cartersville Board of Education are covered by Social Security and Medicare. Deductions
for this purpose are made from the gross salary at the required current federal rate. These deductions are
matched by the Cartersville Board of Education.

Open Enrollment

The open enroliment period to sign up for voluntary benefits is established by the state of Georgia for the Open
Enrollment period for state health insurance (generally, mid-October to mid-November). Proper membership
forms or online application must be completed and sent to Payroll by established deadlines in order to maintain
eligibility. Otherwise, changes in insurance are allowed only within a limited period of time based on a change
in family status or qualifying event. Contact Payroll for additional information.

Teachers Retirement System (TRS) of Georgia
Individuals employed one-half time or more as a teacher, administrator, paraprofessional, clerk, or secretary are
required to become members of Teachers Retirement System (TRS) as a condition of employment.

Members must contribute the required rate (currently 6% - FY19) of earnable compensation as a payroll
deduction to TRS. The Cartersville Board of Education matches this contribution (currently 20.90% - FY19).

TRS members must complete at least ten (10) years of service in Georgia public schools to be vested and
eligible to receive TRS benefits. Full retirement is at 30 years. With full retirement, employees are eligible for
retirement at 60% of the average of their two highest salary years. Each additional complete year of service
constitutes an addition of 2% in TRS earnings up to 80% total. Unused earned sick leave, above 60 days, can
also be used as credit toward service for retirement.

Tax Sheltered Annuities
Tax Sheltered Annuities (TSA) are available to all employees. VALIC —The Variable Annuity Life Insurance
Company is the TSA offered through the school system.

Cafeteria Plan and Flexible Spending Accounts

The Board may participate in a federally sponsored “cafeteria plan” for fringe benefits for all employees. The
plan provides that deductions for certain selected benefits made from the monthly salary before federal taxes,
state taxes, and social security are computed. The result is a savings to the employee which results in more take-
home compensation each month. This is a benefit worthy of the employee’s consideration. Each employee must
provide written authorization for entry into this program.

Flexible Spending Accounts also enable employees to pay certain non-reimbursed health, dental, and
vision expenses and dependent care expenses with pre-tax dollars. Employees can set aside
designated amounts and file claims for reimbursement. The proper membership forms must be
completed and submitted to the benefits office to establish eligibility.

Children of OQut-of-District Employees

Students of nonresident (living outside the city limits of Cartersville) employees may attend the Cartersville City
Schools tuition free as long as the individual student meets the criteria established for all other out-of-district
students in Board Policy JBCB-Nonresident Students. These criteria include: 1) good academic performance;
2) good attendance including punctuality; 3) good behavior and clear discipline record; and 4) appropriate
support and cooperation from the student and parent/guardian with the school system. Out-of-district students
cannot ride system school buses to and from school.
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Insurance

Employees who are scheduled to work 20 hours or more per week are eligible for benefits. Some plans are
funded entirely or in part by the Board and others are available to employees via payroll deduction. All
insurance coverage begins the first day of the month following the completion of one full calendar month of
service, subject to the described conditions in the insurance plan. Generally, insurance selections and changes
are made during the open enrollment period (mid-October to mid-November) for a January 1 effective date.

Health Insurance is offered by the Cartersville Board of Education through the State Health Benefit
Plan. Several health insurance options are available. The Board contributes an amount as required
for each employee’s monthly state health premium.

Dental Insurance is available for the employee, employee and spouse, employee and children, or the
entire family. Variable plans allow you to determine the level of benefit that best suits your family.

Life Insurance is also available for the employee and their dependents. The Board provides at no cost
to the employee group term life insurance in the amount of $50,000. Additional optional life
insurance may be purchased on the employee up to $200,000. Spouse and dependent life insurance
may also be purchased.

Professional Liability Insurance The Cartersville Board of Education carries a professional liability
insurance policy ($1,000,000 limit) on all employees at no cost to the employee.

Disability Insurance is available to protect income on a short-term or long-term basis.
Long-term disability coverage is offered by the Board to replace 60% of salary after 90 days of
disability.
Short-term disability coverage is offered at a cost to provide a maximum of 60% of salary for up to
12 weeks after 14 days of disability absence.

Accident Insurance may be available to supplement basic health insurance benefits to help pay for
miscellaneous out-of-pocket expenses related to an accident.

Cancer Insurance may be available to supplement bas