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The School Board of Polk County, Florida
Policy 3.001

6Gx53-3.001 EMPLOYMENT PROCEDURES:

l. Equity Statement: Employment with the Polk County School Board requires
applicants and employees to recognize the importance of equity and to comply
with the School Board’s equity efforts in promoting cultural workplace diversity.
The School Board shall maintain a work and educational environment free of
discrimination/harassment on the basis of race, color, national origin, sex,
religion, marital status, age, disability, or any other basis prohibited by law. This
shall apply to all employees, applicants for employment, students, or applicants
for admission.

A. Discrimination — No employee, student, applicant for admission
or applicant for employment shall on the basis of race, color,
national origin, sex, language spoken, homelessness, disability,
marital status, age, religion, or any other basis prohibited by law be
excluded from participation in, be denied the benefits of or be
subjected to discrimination/harassment under any educational
programs, activities, services, or in any employment conditions,
policies or practices conducted by the Polk County Public Schools.
See School Board Policy 1.011.

B. Harassment — The School Board of Polk County, Florida,
forbids harassment against any employee or applicant for
employment on the basis of sex, race, national origin, language
spoken, color, marital status, homelessness, or disability or other
basis prohibited by law. All employees of the School Board have
the right to work in an environment free from discrimination and
harassment. The Board will not tolerate sexual, racial, disability
harassment activity by any of its employees or non-employee
volunteers who work under the control of school authorities, and/or
third parties. See School Board Policy 1.006.

C. Notification of this policy will be provided by various means such
as new employee orientation, District postings, employee
handbooks, and the Student Code of Conduct.

D. Any employee, applicant for employment, student, or applicant
for admission who believes he or she has been discriminated
against or harassed is encouraged to use the District’s established
complaint procedures (found in the Equity Handbook) or directly
contact his or her supervisor or building principal, or the District
Equity Coordinator. For more information and Equity Complaint
Form, see School Board Policy 1.006. The Equity Coordinator can
be contacted at:

8/30/2007 3:12:50 PM
Page 1 of 17





The School Board of Polk County, Florida
Policy 3.001

Patricia W. Hunter, Equity & Compliance
Polk County Public Schools

1915 South Floral Avenue

Bartow, FL 33830

Telephone: 863-534-0513 or 863-534-
0517

Email: patricia.hunter@polk-fl.net

1. A person having filed a complaint of
discrimination/harassment or having testified,
assisted, or participated in any manner in an
investigation, proceeding, or hearing shall be
protected from retaliation.

2. The right to confidentiality of the complainant and
the accused will be respected.

3. A substantiated charge of
discrimination/harassment by an employee will
require corrective action, which may include
suspension or termination of employment.

4. A substantiated charge of
discrimination/harassment by a student will require
corrective action of a level according to the Student
Code of Conduct.

II. Applications: All applicants for School Board positions shall submit an official
application to the Human Resource Services Division.

A. Applicants/Vacancies: A complete and current listing of applicants and
vacancies will be kept on file in the Human Resource Services Division.
An applicant is an individual who has a complete application on file in the
Human Resource Services office of the School Board. An unhired
applicant's application shall remain active for twelve (12) months. If the
application is not updated it shall become inactive after twelve (12) months
and be discarded after thirty-six (36) months.

B. Job Candidates: A job candidate, or referred to interchangeably as an
“applicant” for employment, is an individual with a complete application in
the personnel active file who has applied for a specific vacancy.

1. Advertised Vacancy: Individuals who wish to be considered for
an advertised vacancy shall notify the Superintendent or designee,
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in writing, indicating their qualifications and the position in which
they are interested, or as directed via the School Board website. In
order for such individual to be deemed a job candidate who would
be considered for employment, the individual's written notification of
interest in a vacancy must be received in the Human Resource
Services office or as designated by the School Board website
before the close of the advertising period. It is the sole
responsibility of the individual applicant to deliver such written
notice in a timely manner. The immediate supervisor or site
principal shall maintain written records tracking each applicant for
any job at the site-level for a period of twelve (12) months.

2. Consideration: Preference will be given to qualified personnel
within the Polk County school system, but this does not preclude
gualified persons from outside the system being considered and
recommended.

C. Criminal History Background Screening & Fingerprinting: All applicants
for employment with Polk County shall be fingerprinted and criminal
history background screened, as required by applicable Florida Law
including, but not limited to Florida Statutes 435.04, 1012.465, and
1012.56. More details explaining the background screening and
fingerprinting process follow in Section V, below.

D. Hiring/Interview Process: The hiring administrator will review the list of
job candidates provided through the Human Resource Services office or
as listed on the P.E.A.S. system, interview an appropriate number of
gualified candidates, and recommend one of the job candidates to the
Superintendent for hiring. In making hiring decisions and
recommendations, the hiring administrator must be mindful of the School
Board's equity commitment.

E. Notification: All job candidates will receive a written response regarding
their application for vacant positions.

lll. Qualifications: Job descriptions for Board approved positions include
minimum qualifications, responsibilities, and duties. When job qualifications
require a college degree, the applicant must hold at least a bachelor’'s degree
from a U. S. “accredited or approved” institution or an equivalent degree from a
foreign institution as defined by the Florida Department of Education for teacher
certification purposes per Florida Statute 1012.56(2)(c), and Florida
Administrative Code 6A-4.003.
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A. Job Descriptions: Job descriptions are maintained in a separate manual
on file in the Human Resource Services Division and are available on the
District’'s website.

B. Magnet School Personnel: Qualifications and procedures for selecting
magnet school personnel are on file in the Human Resource Services
Division.

IV. Selection Process: The Assistant Superintendent of Human Resource
Services shall forward the files of qualified applicants to the Supervisor or
Administrator for consideration.

A. Recommendation: The Supervisor or Administrator will submit a
recommendation to the Superintendent or designee for consideration and
final selection. The Superintendent will submit a recommendation to the
School Board for appointment.

B. Notification of Appointment: Notification of appointment will be
forwarded to the applicant by the office of the Superintendent or designee,
with a copy to the Human Resource Services and to the administrator.

C. Job Description: The appointed applicant shall receive a copy of the job
description for the position.

V. Pre-Employment Procedures: All new employees must satisfactorily complete
and submit all personnel and payroll requirements, which specifically include the
following:

A. Verification of Eligibility: All new employees must submit proof of
eligibility, background information, and references for verification. When
required to meet employment qualifications, official transcripts from
accredited or approved colleges and universities must be received within
45 days of employment.

B. Physical Examinations: All new employees are required to successfully
pass a physical examination. Teachers, administrators, professional
technical, and support personnel will need to have a physician of their
choice complete the required Polk County School Board health certificate.
Failure to submit to immediate retesting upon the request of the medical
doctor on behalf of the School Board will result in the termination of
applicant's hiring process.

C. Fingerprinting & Background Screening: Consistent with Florida Law
and Section Il above, Fingerprinting and Background Screening shall be
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conducted of all applicants; employees; instructional and noninstructional
employees; contractual personnel; student teachers; teacher assistants or
persons obtaining short-term teacher experience pursuant to §1004.04;
and, substitute teachers in accordance with this regulation and applicable
State and federal laws. This screening shall include, but is not limited to,
fingerprinting and a review of any resulting criminal history. All applicants,
employees, and other persons subject to this regulation shall undergo the
background screening prior to receiving any salary or other compensation
or being allowed on School District property to provide services.

1. Definitions: Contractual personnel — any vendor, individual or
entity under contract with the School Board who are permitted
access on school grounds when students are present, who have
direct contact with students or who have access to or control of
school funds.

2. Fingerprinting & ldentification Cards:

(a) Fingerprinting shall be conducted at a location (or
locations) designated by The Office of Safe Schools.

(b) Identification Cards may be required by the district for
contractors/vendors providing services to the district.

(c) Applicants for employment and contractual personnel
shall be responsible for all costs associated with
fingerprinting. Contractors/Vendors will be responsible for
the cost of issuing identification cards. The Office of Safe
Schools shall annually set fees for fingerprinting and issuing
identification cards as appropriate. Contractor/vendors may
submit a request for reimbursement for the costs of meeting
these requirements, on all contracts that have been signed
and are in effect on September 1, 2005. The request from
the contractor/vendor shall not exceed the total amount
charged to the contractor/vendor for the fingerprinting and
identification card services.

(d) Re-fingerprinting (reemployment after termination).
Personnel whose fingerprints have not been retained by the
Polk County School District in the statewide automated
fingerprint identification system are required to be re-
fingerprinted and must meet Background Screening
requirements as required by law upon reemployment by the
Polk County School Board.
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3. Background Screening, consistent with Florida Law and Section
Il above:

(a) Background screening shall include a review of the
following:

(1) A fully executed employment application (where
required); and,

(2) Criminal history obtained through fingerprinting.

(b) In Florida, the entire arrest record is revealed to school
districts, including sealed and/or expunged records and
military court proceedings. Applicants must disclose this
information even if told differently by a lawyer, judge, or
other law enforcement individual. If an applicant or employee
was given information by a judge then those written
instructions would need to be provided to Polk County. Prior
criminal records may or may not result in disqualification for
employment; however, failure to disclose this information will
disqualify a person for employment. Information that must be
disclosed includes any offense that occurred whether as a
juvenile or adult; therefore all adult and juvenile offenses
must be listed.

(c) An applicant’s criminal history includes any offense for
which the applicant posted bail; entered a pre-trial diversion
program, pre-trial intervention program, teen or drug court or
juvenile program; had adjudication withheld, was convicted
or found guilty; was placed on probation; pled guilty or no
contest; was jailed or imprisoned; or appeared in court; as a
juvenile or adult. Sealed records, expunged records and
military court proceedings must be disclosed. DUI and
reckless driving are criminal offenses.

(d) If an applicant, employee, or other person has been
found guilty of, regardless of adjudication, or entered a plea
of nolo contendere or guilty to any offense outlined in section
435.04, Florida Statutes (or any similar statute of another
jurisdiction) or described below, they shall be released from
their probationary service / recommended for termination or
their contract for services shall be cancelled. In addition, the
School Board shall not employ any person or, permit any
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contractual personnel to provide services to the District,
where such person has been convicted of a crime involving
moral turpitude as defined in Rule 6B-4.009(6), Florida
Administrative Code.

(e) In addition to the criminal history check conducted at the
time of initial employment or contracting with the District, a
request shall be made of FDLE by the District to re-check
the criminal history of each employee, contractor or
contractors employees each fifth year of their continuing
employment or service to the District as required by
§1012.465 and 1012.56, F.S. Any fee imposed by the FDLE
for this re-screening, including but not limited to re-
fingerprinting, shall be borne by and paid for by the District
except with regard to contractual personnel.

4. The criminal offenses listed below will render applicants and
employees ineligible for employment with Polk County Public
Schools.

a. WILL NOT HIRE OR EMPLOQOY - Felony convictions
including, but not limited to the following:

1) Sexual misconduct with certain developmentally
disabled clients and reporting of misconduct

2) Sexual misconduct with certain mental health
clients and reporting of misconduct

3) Sexual misconduct with certain forensic clients
and reporting of misconduct

4) Adult abuse, neglect or exploitation of aged
persons or disabled adults

5) Murder

6) Manslaughter, aggravated manslaughter of an
elderly person, disabled adult, or child

7) Vehicular homicide
8) Killing an unborn child by injury to the mother
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9) Assault of a minor
10) Aggravated assault
11) Battery of a minor
12) Aggravated battery

13) Battery on a detention or commitment facility staff
member

14) Kidnapping

15) False imprisonment

16) Taking, enticing, or removing a child beyond the
state limits with criminal intent pending custody
proceedings

17) Carrying a child beyond state lines with criminal
intent to avoid producing a child at a custody
hearing or delivering the child to the designated
person

18) Exhibiting a firearm or weapon within 1,000 feet of
a school

19) Possessing an electric weapon or device,
destructive device, or other weapon on school

property
20) Sexual battery

21) Prohibited acts of persons in familial or custodial
authority

22) Prostitution

23) Lewd and lascivious behavior
24) Lewd and indecent exposure
25) Arson
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26) Theft, robbery, burglary, and related crimes if the
offense is a felony

27) Fraudulent sale of controlled substances, only if
the offense is a felony

28) Abuse, aggravated abuse, or neglect of an elderly
disabled adult

29) Lewd or lascivious offenses committed upon or in
the presence of an elderly person or disabled adult

30) Exploitation of an elderly person or disabled adult,
if the offense was a felony

31) Incest

32) Child abuse, aggravated child abuse, or neglect
of a child

33) Contributing to the delinquency or dependency of
a child

34) Negligent treatment of children

35) Sexual performance by a child

36) Resisting arrest with violence

37) Depriving law enforcement, correctional, or
correctional probation officer means of protection
or communication

38) Aiding in an escape

39) Aiding in the escape of juvenile inmates in
correctional institutions

40) Obscene literature

41) Encouraging or recruiting another to join a
criminal gang
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42) Drug abuse prevention and control only if the
offense was a felony or if any other person
involved in the offense was a minor

43) Inflicting cruel or inhuman treatment on an inmate
resulting in great bodily harm

44) Harboring, concealing, or aiding an escaped
prisoner

45) Introduction of contraband into a correctional
facility

46) Sexual misconduct in juvenile justice programs
47) Contraband introduced into detention facilities
48) All felony drug related convictions
49) Acts of terrorism
b. MAY BE CONSIDERED IF CONVICTION IS MORE
THAN FIFTEEN YEARS OLD for applicants and
employees who operate School Board vehicles
and/or transport students
1) Criminal traffic violations
2) DUI
c. MAY BE CONSIDERED IF CONVICTION IS MORE
THAN FIVE YEARS OLD
1) Misdemeanor drug or paraphernalia
2) Resisting arrest
d. MAY BE CONSIDERED ON A CASE BY CASE BASIS
1) Cases pending
2) Domestic violence
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3) Multiple arrests
4) On probation (Crimes not listed above)

5) City ordinances/criminal traffic offenses not listed
above

6) Any misdemeanor crime not listed above

7) Criminal traffic violations, including, but not limited
to DUI, for applicants and employees who do not
operate School Board vehicles and/or do not
transport students

e. Eligibility for hire under these guidelines does not
guarantee employment with Polk Schools.

5. Failure to meet criminal history Background Screening shall
constitute just cause for termination for employees.

6. Failure to meet criminal history Background Screening shall
render applicants ineligible for employment.

7. If a probationary employee is terminated for failing to meet the
District's hiring guidelines, said employee shall be entitled to appeal
this decision pursuant to §1012.32, F.S. The appeal shall be
through the standards review process as administered by the
Department of Professional Standards. The employee must be
suspended until the appeal has been resolved. If any other person
required to be screened pursuant to this rule fails to meet the
appropriate guidelines, said person shall not be allowed on School
District property for purposes of providing services or serving an
internship.

8. School volunteers will be required to undergo a FDLE criminal
background review. Any person found under this section to be
identified as a sexual predator or offender through FDLE's records
may not be allowed to render services to the District.

a. Background screening for Polk County Public School
volunteers will include a review of the following:
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1) A submitted volunteer application

2) Review of criminal history obtained through the
Florida Department of Law Enforcement
(FDLE)
b. Applicants will be considered guilty if they were:

1) Found guilty following a trial
2) Entered a guilty plea
3) Entered a no contest plea

C. Applicants may not volunteer until current cases have
been adjudicated and until probation has been
terminated.

d. Applicants may never volunteer if they have been

found guilty of the crimes listed below:

1) Murder

2) Sex offenses such as sexual battery

3) Lewd or lascivious acts

4) Soliciting lewd acts or indecent exposure
5) Sexual misconduct

6) Prostitution or solicitation of prostitution
7) Obscenity or pornography.

e. Volunteer approval will not be granted to applicants
who have been found guilty at a felony level of the
following crimes within 10 years from the date of
conviction:

1) Battery, robbery or other felonies involving violence
2) Kidnapping

3) Manslaughter

4) Possession of concealed firearms or weapons

5) Contributing to the delinquency of a child

6) Drug related convictions

7) Abuse, neglect

8) Domestic violence

f. Volunteer approval will not be granted to applicants
who have been found guilty in the last 5 years at the
misdemeanor level of the following crimes:
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1) Drug related conviction
2) Domestic violence

3) Battery

4) Child neglect

g. Volunteers may have reduced volunteer privileges if
they have been found guilty of:

1) Theft

2) Issuing worthless checks

3) Robbery

4) Forgery

5) Any criminal traffic related offense

h. Polk County Schools reserves the right to:

1) Re-check the criminal history of any approved
volunteer at any time when warranted.

2) Revoke volunteer approval as necessary for
the security of schools and students.

3) Conduct individual case reviews as deemed
necessary by the Senior Coordinator of
Community Involvement, Internal Investigator
and School Board Attorney

9. A duly authorized representative of the contractor/vendor
entering into contract with the school district shall certify all
employees who meet the criteria for fingerprinting by reviewing all
applicable employees against the Florida Department of Law
Enforcements Sexual Offender/Predator Website at
www.sexpred@fdle.state.fl.us. Any contractor/vendor employee
listed as a sexual offender or predator shall be denied access to all
school campuses for the purpose of providing services. The
contractor/vendor shall provide in writing, on a form supplied by the
district, the names, addresses, dates of birth and the date of FDLE
search. Further, the contractor/vendor shall annotate on the
district’s form the results of the search. The district shall
periodically review at least 10% of the submitted names to ensure
compliance. The FDLE review shall take place prior to the
contractor/vendor being fingerprinted.
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10. All criminal history obtained as a result of this regulation shall
be maintained confidential as required by State and federal law.

11. As required by 881012.465 and 1012.56, F.S., any person
(instructional or noninstructional) who is employed or under
contract with the District and must be fingerprinted pursuant to this
regulation must self-report convictions of disqualifying offenses
within 48 hours of such conviction. A disqualifying offense is either
a crime involving moral turpitude or one that would disqualify the
person for employment pursuant to the hiring guidelines.

12. In the event the required background checks for a
contractor/vendor or their employees have not been completed
such contractor/vendor or employees entering a school campus
while students are present will be escorted by a school district staff
member the entire time the individual remains on campus. Such
escort will be implemented to preserve the safety of students on
campus. The contractor/vendor will make every effort to achieve
compliance as soon as practicable.

13. Request for Review. Any party who is denied employment
pursuant to this policy shall be entitled to request a review of such
employment decision. The request for review shall be submitted in
writing to the Superintendent or a designated representative within
ten days from the affected party’s notification of the adverse
employment decision.

14. The Human Resource Services’ Background Screening Review
Committee (BSRC) will carefully consider and review all challenges
to the accuracy of criminal history reports, incomplete information
contained in the criminal history report and/or FBI Identification
record, and consideration of applicants, employees, or others
subject to the Background Screening & Fingerprinting criterion
described above. Employees and applicants for employment shall
be notified via regular U.S. mail about their determination of
suitability for employment and shall be provided the opportunity to
complete, or to challenge the accuracy of the information contained
in the criminal history report and/or FBI Identification record.

(a) Review Procedure. Employees and applicants for
employment shall be afforded a reasonable time to correct or
complete their information, or decline to do so. The review
shall be conducted by a BSRC of not less than three or more
than five School Board administrative employees appointed
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by the Superintendent with one member designated as
Chair. The BSRC shall set a time to meet with the affected
party to receive information from said party pertinent to the
employment decision at issue. The BSRC shall operate
under procedures established by the Chair. The BSRC shall
issue a recommended decision to the Superintendent within
ten days of the meeting with the affected party.

(b) Standard for Review. In rendering its recommendation,
the BSRC shall consider and determine whether the
employment decision at issue was in compliance with
applicable law and the policies of the School Board.

(c) Final Decision. The Superintendent will then make the
final determination for employment eligibility based on
information submitted by the Applicant, Employee, or other
affected party and the BSRC’s recommendation. The
Superintendent may adopt or modify, in whole or in part, the
recommendation of the Committee. The Superintendent
shall then make the final determination for each case
reviewed. The Superintendent’s decision shall be final.

D. Falsification of Employment Application: Falsification of employment
application shall be considered conduct in conflict with the standard of
behavior expected of an employee of the Board and shall be grounds for
immediate dismissal.

E. Loyalty Oath: Florida Statutes provide that all persons who are on the
payroll of the School Board are required to take an oath to support the
Constitution of the United States and of the State of Florida.

VI. Probationary Period/Job Performance:

A. Ninety Days: All employees shall be considered probationary until such
time as the employee has satisfactorily performed the job duties assigned
for a period of ninety (90) days or as otherwise governed by the various
Collective Bargaining Agreements.

B. Annual Contract: Employment for instructional personnel under annual
contract shall be probationary during the initial three years of employment.

VII. Family Employment: Employees will not be assigned to work in positions in
which they are required to supervise a family member or be supervised by a
family member.
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A. Definitions: Members of the family are defined as: Father, Mother, Son,
Daughter, Brother, Sister, Grandfather, Grandmother, Nephew, Niece,
Husband, Wife, First Cousin, Ward of Employee, Stepfather, Stepmother,
Father-in-law, Mother-in-law, Son-in-law, Daughter-in-law, Brother-in-law,
Sister-in-law, Uncle, Aunt, Stepson, Stepdaughter, Stepbrother,
Stepsister, Half-Brother, or Half-Sister.

B. Direct or delegated supervisory authority shall be defined as a School
Board employee who is authorized to recommend individual(s) for
appointment, demotion, or promotion and who is responsible for
evaluating or disciplining family member applicant(s).
C. It is the employee’s responsibility to notify the Director of Employee
Relations whenever this policy is violated in order that a transfer may be
arranged as soon as possible.
VIII. Resignations: All personnel requesting to be released from their contract
and/or appointment must submit a letter in writing giving reason and effective
date to their immediate supervisor who may recommend acceptance to the
Superintendent or designee.

A. Final: All resignations will be final on the date the resignation is
accepted by the Superintendent or Superintendent’s designee.

B. Agenda: Resignations will be placed on the School Board agenda for
information.
Statutory Authority: Florida Statutes: 1001.32, 1001.41, 1001.42, and 1001.43

Laws Implemented: Florida Statutes 435.04; 760.10; 1004.04; Chapter 1012,
Personnel; and Florida Administrative Code 6B-4009(6).

Adopted: July 26, 1972
Readopted: January 18, 1992
Amended:

October 12, 1993

May 09, 1995
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May 27, 1997
May 26, 1998
October 26, 1999
April 24, 2001
August 13, 2002
April 22, 2003
August 12, 2003
January 27, 2004
January 10, 2006
May 30, 2006
January 9, 2007

August 14, 2007
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6Gx53-3.002 EMPLOYEE DUTIES AND RESPONSIBILITIES:

All employees shall assume and satisfactorily perform the duties as outlined in
the Board approved job description or applicable state statute for their appointed
position.

|. Duties: All employees shall perform such other duties as may be assigned by
the Superintendent pursuant to the rules and regulations of the School Board and
the State Board of Education.

Il. Absences: All employees shall notify their immediate supervisor as early as
possible on the morning of any absence, or as otherwise established by the
various Collective Bargaining Agreements.

A. Daily Report: If the absence is for more than one day the
employee must report daily to their immediate supervisor.

B. Without Leave: Any employee willfully absent from duty without
leave shall forfeit compensation for the time of such absence:

1. Discharge/Forfeiture: The employee shall be
subject to discharge and forfeiture of tenure and other
rights and privileges as provided by law.

2. Return to Duty: The employee shall be subject to
dismissal upon failure to return to duty at the
termination of leave.

lll. Conflict of Interest: Employees representing an organization, which does
business with this Board shall reveal such relationship in writing to the
Superintendent.

A. Request to Purchase: A request by an employee or school to
purchase materials or services from a relative or business
associate must be revealed to the Purchasing Director at the time
of the request in order to determine if a conflict of interest exists.

B. Superintendent's Authority: If the Superintendent determines
such representation to be a conflict of interest, the Superintendent
shall request termination of the employee's contractual agreement.

C. Failure to Reveal: Failure to reveal such agreement shall
constitute gross insubordination on the part of the employee.
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IV. Gifts and Gratuities: No School Board employee may accept any gifts or other
gratuities, the value of which exceeds Fifty Dollars ($50.00), excluding
instructional materials, from any party or a representative of any party doing
business with the School Board or desiring to do business with the School Board
when such School Board employee is in a position or may reasonably be
expected to be in a future position to determine, recommend or otherwise be
involved in the process of determining whether the School Board will engage in
any commercial transaction with the party or representatives desiring to give the
gift or gratuity.

V. Responsibilities:

A. Employee Conduct: The educational profession is governed by a
broad array of published principles. Employees of the School Board
of Polk County, Florida are expected to be of good moral character
and to conduct themselves in a manner according to the Education
Standards Commission Code of Ethics of the Education Profession
in Florida and the Principles of Professional Conduct of the
Education Profession in Florida.

B. Personal Obligations:
1. Financial Obligations: Employees shall handle their
personal financial obligations in such a manner as to
prevent the involvement of the administration.
2. Community Activities: Employees are to be
commended for entering into civic, religious, and
service organizations, however, shall attend these
activities during non-duty hours.
3. Professional Meetings: Professional meetings shall
be scheduled after the normal duty hours of the

employee or as otherwise provided in the various
Collective Bargaining Agreements.

Statutory Authority: Florida Statutes: 1001.32, 1001.41, 1001.42, and 1001.43
Laws Implemented: Florida Statutes, Chapter 1012, Personnel

Adopted: July 26, 1972

Readopted: January 18, 1992
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Amended:
October 13, 1998

May 30, 2006
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6Gx53-3.003 DISTRICT RULES AND REGULATIONS:

|. Staffing Plan: A staffing plan is revised annually and shall be duly adopted
through the rule making process annually. The staffing plan shall be duly
adopted by the Board and made a part hereof as if mentioned herein word for
word.

A. When an amendment needs to be made after the staffing plan is
duly adopted, the proposed amendment shall be presented to the
School Board for approval prior to the occurrence of any staffing
changes.

B. Amendments to the staffing plan include, but are not limited to,
position upgrades and new positions.

C. School Board approved staffing plan amendments shall be
incorporated in full in any subsequent staffing plan, as duly adopted
by the School Board.

D. A current and up to date organizational chart shall be
maintained at all times in the Human Resource Services Division.

Il. Salaries: A Salary Handbook is revised annually and shall be duly adopted
through the rule making process annually. The Salary Handbook shall be duly
adopted by the Board and made a part hereof as if mentioned herein word for
word.

A. If an amendment needs to be made after the Salary Handbook
is duly adopted, the proposed amendment shall be presented to the
School Board for approval prior to the occurrence of any staffing
changes.

B. Amendments to the Salary Handbook include, but are not
limited to, position upgrades and new or updated position
classifications.

C. School Board approved Salary Handbook amendments shall be
incorporated in full in any subsequent Salary Handbook, as duly
adopted by the School Board.

[1l. State Certification:

A. Instructional Personnel: Instructional personnel who teach in classes for
which FEFP funds are earned shall hold a Florida teaching certificate and
shall maintain a valid teaching certificate as required by law.
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B. Teaching Out-of-Field: The Superintendent may recommend and the
School Board may approve Teachers to teach out-of-field under the rules
prescribed by the Florida Department of Education. A copy of all such
authorizations shall be filed in the Teacher's Personnel File.

IV. District Certification: It is the intent of the Board that non-degreed Vocational
Instructional Personnel, Part-Time Adult Instructional Personnel, and Substitute
Teachers possess the credentials, knowledge, and/or occupational expertise
necessary to provide quality education in the Polk County school District.

A. Property Right: The issuance of a local certificate shall be at the
discretion of the School Board and the utilization of that certificate by the
School Board or any school administration shall not create any property
right in the holder of a local certificate, nor any right to employment or the
continuation of employment.

B. Professional Qualifications: The purpose of a local certificate is to
provide evidence of professional qualifications in order to protect the
interests of students, parents, and the public.

C. Procedural Manual: The Superintendent is authorized to develop a
procedural manual for the employment and certification of substitute, part-
time adult education, and vocational education teachers.

1. These procedures shall be consistent with Florida Statutes.

2. This manual shall be approved by the School Board and
published for distribution to persons who are seeking employment
in one (1) or more of these positions.

3. District certification shall be implemented and administered by
the Office of Teacher Certification, County Office, Post Office Box
391, Bartow, Florida 33830, according to the Employment and
Certification Procedures Handbook and Vocational, Part-Time
Adult, and Substitute Instructional Personnel.

D. Certification Fees: The Board may establish reasonable fees necessary
to implement and administer District certification. The fee schedule shall
be reviewed and approved annually.

E. Reciprocal Certification Agreements:

1. The Board may establish reciprocal certification agreements with
other Florida school districts whose employment and/or certification
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requirements are comparable to those of the Polk County school
district.

2. The Board shall require a candidate for employment with an out-
of-district certificate not comparable to the Polk County District
certificate to complete all requirements for initial employment and
certification.

F. Denial/Revocation: In exercising its discretion to deny issuance of a
local certificate, to revoke an existing local certificate, or to deny renewal,
the School Board may consider the following:

1. The applicant or certificate holder has supplied fraudulent
information or obtained a local certificate by fraudulent means.

2. The applicant or certificate holder has demonstrated through
application or employment less than satisfactory qualifications or
performance.

3. The applicant or certificate holder has been guilty of gross
immorality or an act involving moral turpitude.

4. The applicant or certificate holder has been convicted of a
misdemeanor, felony, or any other criminal charge, other than a
minor traffic violation.

5. There is reasonable cause to believe the applicant or certificate
holder is guilty of personal conduct, which seriously reduces that
person's effectiveness as an employee of the School Board.

6. Any other ground which the School Board, in the reasonable
exercise of its discretion, considers sufficient to deny local
certification.

G. Contest Denial/Revocation: Any person denied District certification, or
any person whose existing district certificate is revoked or not renewed
shall have a reasonable opportunity to contest the truth or accuracy of
information relied upon in denying, revoking, or not renewing a local
certification. The person may appear before a panel of School District
Personnel appointed by the Superintendent upon notice of denial,
revocation, or non-renewal.

V. Non-Certificated Instructional Personnel: Implementation of the provisions of
rules and regulations of the Florida Department of Education shall be restricted to
the following programs:
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A. Visual and Performing Arts Program:

1. Expert Skill/Knowledge: The School Board of Polk County may
employ persons as paid members of the instructional staff in the
Visual and Performing Arts Program who possess expert skill in or
knowledge of a particular subject or talent but do not hold a Florida
certificate to teach full-time.

2. Professional Orientation Program: Such personnel shall be
required to complete the modified Professional Orientation Program
to assure that the individual is competent to promote student
learning and to assume the responsibility for the welfare of
students.

B. Vocational, Adult and Community Education Program:

1. Expert Skill/Knowledge: The School Board of Polk County may
employ persons as paid or non-paid members of the instructional
staff who possess expert skill in or knowledge of a particular
subject or talent but do not hold a valid certificate (excluding a
substitute certificate) to teach full-time or part-time.

2. Short Term Occupational and Adult Classes (less than 160 hours
per calendar year): The use of non-certificated teachers in the
Vocational, Adult and Community Education Program shall be
restricted to teaching on a part-time basis in short term
occupational and adult classes as to make the securing of a
certificate impractical.

3. Vocational Professional Orientation Program: Non-certificated
paid full-time personnel shall be required to complete the first level
of the Vocational Professional Orientation Program. Non-
certificated non-paid full-time and non-certificated paid or non-paid
part-time personnel shall not be required to complete the
Vocational Professional Orientation Program.

C. Employment Procedures: The Superintendent shall approve all such
personnel and they shall be duly appointed by the School Board.

1. Employment Agreement: Non-certificated instructional personnel
shall receive an employment agreement establishing the term of
employment and rate of pay when all personnel and payroll forms
are completed and on file in the Personnel Services Division.
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2. Written Verification of Specialty: Non-certificated instructional
personnel employment applications must contain written verification
considered necessary by the School Board to establish the
individual's expertise as prescribed in District Procedures.

VI. Volunteers: The School Board of Polk County encourages volunteer
participation by individuals and groups in schools under its governance through
Volunteers in Polk Schools (VIPS).

A. Definition: A volunteer is any non-paid person, who is appointed by the
School Board to serve students in Pre-K through grade 12, students
enrolled in career centers and adult schools, under the supervision of
school staff before, during, and after school hours.

B. Responsibility: The Coordinator of Community Involvement shall be
responsible for the direction of the Volunteers in Polk Schools (VIPS)
program and its compliance with all state and local regulations pertaining
to volunteers, including approval, recruitment, training, and evaluation.

C. Volunteer Categories:
1. School Volunteers include, but are not limited to: family
members, senior citizens, business and community members, and
elementary, secondary, and college students.
2. Instructional Volunteers: Instructional volunteers provide direct
services to students and staff. Services may include, but not be
limited to:

a. Tutoring individuals or small group in academic subjects;

b. Mentoring students who have been identified as being in
need of academic support;

c. Providing curriculum enrichment for students as
community resource speakers.

3. Support Service Volunteers: Support service volunteers provide
assistance to the school and teachers on a regular basis. Services
include:

a. Chaperones for on site and off site activities;
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b. Assistants for classroom teachers and guidance
counselors in the media center, clinic, and school
office.

4. Fundraising Organizations: Volunteer organizations (PTA,
PTSA, PTO, Booster Clubs, etc.) support the school
community for a specific purpose.

D. Procedures:

1. Volunteer applicants provide the necessary information on the
volunteer application and undergo a Florida Department of Law
Enforcement Level 1 Screening before being approved as
volunteers in Polk County Public Schools.

2. Volunteer applicants who meet Level 1 standards are approved
as volunteers by the School Board. Applicants who do not meet
Level 1 standards are subject to a review process.

3. College students, who are participating in Polk County Public
Schools as part of their coursework leading to an education degree,
undergo a Level 2 Screening coordinated by the Senior
Coordinator, Teacher Training. College students who are not
education majors complete the volunteer application for approval.

4. Approved volunteers are subject to School Board policies
governing health, safety, manner, dress and appearance.

5. Approved volunteers are covered by the School Board Workers’
Compensation Program if an accident occurs during their volunteer
service. Fundraising organizations (PTA, PTSA, PTO, Booster
Clubs, etc.) are responsible for providing liability insurance to cover
their volunteers.

6. Volunteers may be approved to travel on behalf of the School
Board of Polk County, Florida, and may be eligible for expense
reimbursement. A Volunteer/Non-Employee Travel Authorization
Request must be submitted at least one week in advance of the
date of travel to Finance/Business Services for Superintendent or
designee approval.

7. Volunteers shall work under the direction and supervision of
designated school staff.
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8. Volunteers will not administer medication to students, grade
subjective tests, place the grade on tests, discipline students, or be
left in charge of a classroom in the absence of a teacher.

9. Volunteers are subject to Florida Statute 1002.22 which protects
the rights of privacy with regard to student information and records.

10. Administrators are responsible for providing proper orientation
and training for faculty and volunteers under the direction of the
Community Involvement Office.

11. Volunteers shall refrain from improper touching of an
aggressive or sexual nature.

12. Volunteers must maintain records in the volunteer log at the
school, including names, dates, hours of service, and assigned
tasks. All volunteers shall sign in and out in the volunteer log while
volunteering in a school.

13. Volunteers may not bring children who are not registered in the
school when they are serving in a volunteer role.

14. Volunteers must transport students for school sponsored
activities in approved vehicles. Volunteers who transport students
in their own vehicles for school-sponsored activities do so at their
own risk since the Polk County School Board’s liability coverage is
only in force for vehicles owned, leased, or rented by the School
Board.

15. Florida Statute 39.202 mandates that persons who have
reasonable cause to suspect that a child is abused, abandoned, or
neglected by persons responsible for the child’s welfare shall report
immediately such knowledge or suspicion to the central abuse
hotline (1-800-96ABUSE) at the Department of Children and
Families. Volunteers should report those concerns to the
designated school staff member.

E. Release Time

1. Staff may utilize release time to volunteer with supervisor
approval.

2. Staff shall complete release time application and submit an
online volunteer application at https://volunteer.polk-fl.net/ .
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3. Service must not interfere with the completion of assigned duties
or generate the need for overtime hours.

4. Staff shall record hours at the school site.
5. District Employees

a. District office employees may volunteer four hours per
month at a Polk County school during normal working hours.

b. Release time cannot be used to accompany students on
field trips.

6. School Based Employees

a. School based employees may mentor or tutor students at
their home school during lunch time, planning time, before
school or after school.

b. Instructional staff earns 30 in-service points for
recertification by the completion and submission of the
Student Referral and Assessment Form.

VII. Transfers: The term "transfer" shall be defined as the recommendation of the
Superintendent to the School Board for an employee to move from one position
to another within the school District.

A. Definition: Once appointed to a position, a move to another position
shall constitute one of the following:

1. Lateral Transfers: Lateral transfer shall be defined as a move
from the employee's current position to a position where the
employee will receive the same rate of compensation.

2. Promotional Transfers: Promotional transfer shall be defined as a
move to a position with an increase in the rate of compensation.

3. Demotional Transfers: Demotional transfer shall be defined as a
move to a position with a reduction in the rate of compensation.
The employee shall be entitled to full due process procedures.

B. Voluntary Transfer: A transfer requested or approved by the employee.

1. Application: Unless otherwise provided, application for such
transfer shall be made in writing to the Personnel Services Division
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and shall include a statement of the reasons justifying or otherwise
explaining the request for the transfer.

2. Consideration: Consideration and action upon applications for
voluntary transfer to any vacant or open position shall be given
prior to consideration of a new appointment to the position.

3. Rate of Pay: If the granting of any request for transfer results in
the employee receiving a rate of pay which is less than the
employee received in the prior position, the request for the transfer
shall not be considered as creating a claim to the higher rate of

pay.

C. Involuntary Transfers: A transfer, which has not been requested by the
employee.

1. Written Notice: Upon request, a written notice of such transfer
shall be furnished to the employee stating the reasons for such
transfer and shall be given to the employee at the earliest possible
date, or as otherwise provided in the various Collective Bargaining
Agreements.

2. Conference: The employee given such notice may request a
conference to discuss the transfer with the person responsible for
making the decision.

a. The employee shall be granted such a conference no later
than five (5) working days after the request is received.

b. The employee shall have the right to be accompanied and
assisted by a representative of his/her choice at any such
conference.

D. Discrimination: In no case shall any request for transfer be granted or
denied for reasons which may result from personal bias or discrimination
by virtue of age, race, creed, color, religious belief, national origin, political
affiliation, sex, or marital status.

VIII. Temporary Duty Leave: Temporary duty leave is authorized for all
employees who are assigned by the Superintendent to be on duty at such place
or places removed from their regular place of duty.

A. Superintendent's Authority: The Superintendent is authorized under
these policies to reassign employees to temporary duty as deemed
necessary and to execute payment for reimbursement of expenses.
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B. Procedures for Approval: Temporary duty requests should be submitted
to the Assistant Superintendent of Human Resource Services at least one
week prior to the date of the leave in order to have prior approval.

C. List of Approved Temporary Duty Leave: A list of approved temporary
duty leaves will be available in the Human Resource Services Division in
the office of the Administrative Assistant to the School Board, and copies
provided to School Board members.

D. Overnight Stays: With proper prior approval from an employee’s
supervisor, overnight stays are permitted for out of county travel (including
Tampa and Orlando) and will be reimbursed according to policy. For
example, Principals/Area Superintendents may approve overnight stays
for school based staff, and Assistant Superintendents/Superintendent may
approve overnight stays for District staff.

IX. Health, Safety, and Welfare:

A. Health Services: The Polk County Schools Health Services Manual is
revised as necessary and adopted by the Board and made a part hereof
as if mentioned herein word for word and shall include without limitation
the following:

1. Communicable Disease Policy and Guidelines: The
communicable disease policy and guidelines developed in 1992 to
be applicable to both students and employees shall continue to be
a part of the Health Services Manual incorporated herein by
reference.

2. Blood Borne Pathogens Exposure Control Plan: Part Il of the
Communicable Disease Policy and Guidelines entitled Blood Borne
Pathogens Exposure Control Plan, which was prepared and
adopted in accordance with the Occupational Safety and Health
Administration Blood Borne Pathogen Standard as adopted by the
U.S. Department of Labor, shall be included in the Polk County
schools Health Services Manual and is incorporated herein by
reference.

B. Weapons/Firearms: It is the expressed policy of this School Board that
no person shall possess or discharge weapons or firearms, as defined by
Florida law, at a school, school sponsored event, or on School Board
Property by any one other than law enforcement personnel. Specifically,
the School Board waives the exception contained in F.S. 790.115 (2) (a) 3
permitting weapons or firearms in vehicles. It is this School Board’s policy
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that no weapons or firearms shall be permitted in vehicles on property
owned or leased by the School Board.

1. Violations: All persons including school personnel violating the
provisions of this policy on School Board property or while
attending school activities, wherever located, shall be immediately
reported to the proper law enforcement authority.

a. Procedures: Employees violating the above provisions
shall also be reported to the School Board and to the
Professional Practice Commission.

b. Suspension/Dismissal: The Superintendent shall report
any employee violation of the provisions hereof to the School
Board and shall also include a recommendation for
disciplinary action, which may include suspension or
dismissal.

2. Exceptions: Authorized school programs, classes, or functions
like ROTC, showmanship, a firing range, sporting events, or
theatrical presentations, which have been approved in advance by
the principal, or Superintendent or designee, requiring the usage of
weapons or firearms shall be excepted pursuant to F.S. 790.115 (2)
(a) and (2) (a) 1. Persons transporting firearms to approved
programs shall use a case. The utmost safety shall be used by
anyone handling weapons or firearms at authorized school
programs.

C. Drug-Free Workplace: Pursuant to the Drug-Free Workplace Act of
1988, Sections 112.0455, 440.101 and 440.102, Florida Statutes, State of
Florida Department of Labor and Employment Security Division of
Workers' Compensation Drug Testing Rule 38F-9, and Chapter 10E-18,
Florida Administrative Code - Drug-Free Workplace Standards, the School
Board has adopted the following Drug-Free Workplace policy.

1. Definitions: When used in this subsection 3.003C, the following
words or phrases shall be defined as follows:

a. "Controlled substance" or "substance" means a controlled
substance as defined by Title 41, United States Code
Section 706 or as defined by Section 893.02, Florida
Statutes.

b. "Drug-Free Workplace" means any property, building,
facility, site, location or place wherein employees engage in
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school-related activities or otherwise act within the scope of
their employment.

2. Prohibited Acts: The use, sale, purchase, possession,
manufacture, distribution, or dispensation of controlled substances
(ilegal drugs) on School Board property is against the law and
School Board policy and is cause for immediate discharge. The
School Board's policy is to employ a work force free from the use of
illegal drugs and the abuse of alcohol. Any employee determined to
be in violation of this policy is subject to disciplinary action, which
may include termination, even for the first offense. It is a standard
of conduct for employees and a condition of employment with the
School Board that employees shall not use illegal drugs and shall
not abuse alcohol. In order to maintain this standard, the School
Board shall establish and maintain the programs, rules, and
drug/alcohol testing program set forth in the School Board's Drug-
Free Workplace Program rules.

3. Written Rules: The School Board will provide each employee
with the written Polk County School Board Drug-Free Workplace
Program rules.

4. Awareness Program: The School Board will provide the
employees with substance abuse education programs which will
help employees to identify personal and emotional problems which
may result in the misuse of alcohol and/or other drugs and the
legal, social, physical, and emotional consequences of the misuse
of alcohol and other drugs.

5. Referral Services: The School Board maintains an Employee
Assistance Program (EAP), which provides employees with

professional, counseling for, but not limited to, substance abuse
problems. The EAP is designed to be an employee resource for
overcoming personal problems, which affect work performance.

6. Substance Abuse Testing: Drug testing will be conducted for all
final job candidates. Immediate re-testing shall be performed for
perspective employees who fail the initial drug screening. Drug
testing will also be conducted for active employees in the following
instances:

a. Reasonable cause to believe an employee is involved in
substance abuse;

b. On-the-job injury;
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c. Upon return to duty from a substance abuse rehabilitation
program;

d. As a part of a consistently scheduled physical
examination; or

e. As a part of a random selection process for employees in
predetermined departments and/or high-risk positions.

7. Employee Violation: Any employee violating the drug-free
workplace policy shall be immediately suspended by the
Superintendent of Schools and the Superintendent is hereby
directed to immediately report any such violation to the School
Board for one of the following appropriate actions:

a. Termination, or

b. Referral to a substance abuse rehabilitation program
structured and monitored closely by the School Board
Employee Assistance Provider (EAP). Employees who
successfully complete a rehabilitation program may return to
duty upon the written recommendation of the EAP or their
Substance Abuse Rehabilitation Treatment provider.

8. Failure to Report: Failure by any employee of this Board to report
a known violation of the foregoing drug-free workplace policy would
constitute an act of insubordination and willful neglect of duty.

D. Smoke-Free Environment: The Board approved making school facilities
smoke-free in cooperation with local health associations.

1. Effective Date: As of June 30, 1991, all School Board buildings
will be smoke-free.

2. Designated Smoking Areas: Smoking will be permitted only in
the designated smoking areas outside of the school building.

a. Responsibility for Designated Smoking Areas: Employees
at each school site will be responsible for providing the
designated smoking area at no expense to the School
Board.
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b. View of Students: Excepting Ridge and Traviss Vocational
Centers and the adult and community schools, the
designated smoking area will not be within view of students.

3. Presence of Students: Excepting Ridge and Traviss Vocational
Centers and the adult and community schools, all employees
should refrain from smoking in the presence of students while on
duty.

4. Employee Assistance: The School Board will provide assistance
to any employee, who wishes to quit smoking, including
participation in smoking cessation programs and/or workshops.

5. Compliance: Compliance is expected and required. Violations of
this policy will result in appropriate action being taken, the same as
a violation of any other School Board policy.

6. Transportation: Smoking is prohibited in School buses and all
district-owned or leased vehicles.

E. Mandatory Drug Testing of Employees Required to Hold a Commercial
Driver's License: The School Board's policy to deter the use of drugs and
alcohol in the workplace by establishing standard procedures for drug and
alcohol testing for all employees required to hold a commercial driver's
license is set out in School Board Policy Number 6Gx53-7.005.

X. Tutoring: Members of the instructional staff shall not receive compensation for
professional services offered to students enrolled in the teacher's class during
the regular school term.

Statutory Authority: Florida Statutes: 1001.32, 1001.41, 1001.42, and 1001.43

Laws Implemented: Florida Statute, Chapter 1012, Personnel

Adopted: July 26, 1972

Readopted: January 18, 1992

Amended:

August 25, 1992

October 26, 1993

11/7/2008 12:04:51 PM
Page 14 of 15





The School Board of Polk County, Florida
Policy 3.003

February 08, 1994
April 14, 1994
November 30, 1999
June 26, 2001
August 13, 2002
August 12, 2003
January 27, 2004
June 14, 2005
May 30, 2006
January 9, 2007
August 14, 2007
April 22, 2008

October 14, 2008
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6Gx53-3.004 EVALUATIONS:
A written evaluation shall be processed at least once each school year.

|. Superintendent's Responsibility: It is recognized that the law charges the
Superintendent with the full responsibility of making recommendations to the
Board with regard to all personnel matters.

A. Procedures/Criteria: The Superintendent shall establish
procedures and criteria for evaluating the job performance of all
personnel in the District.

B. Evaluation Process: The evaluation process serves the
Superintendent in the continuing effort to improve the quality of
service to education in the public schools of the District.

1. Continuous Improvement: Notwithstanding the
formal evaluation procedures in place, the
Superintendent is charged with the responsibility of
taking the necessary steps to bring about continuous
improvement.

2. Positive Role Models: The Superintendent can
reasonably require that employees be positive role
models within the educational community.

Il. Procedures: Prior to any assessment, all employees shall be fully informed of
the criteria and procedures associated with the evaluation process.

A. Written Evaluation: The employee shall be given a copy of the
written evaluation that shall be disclosed and discussed with the
employee by the person responsible for preparing the report.

B. Performance Rating: The Superintendent shall determine the
final performance rating based upon a thorough review of the
written evaluation together with all other pertinent information
available.

C. Unsatisfactory Performance: Employees are subject to
personnel actions which may include transfer, suspension,
demotion, or dismissal for unsatisfactory performance based upon,
but not limited to, those charges outlined in 3.005-1, Disciplinary/
Hearing Procedures.
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1. Notification of Performance Deficiencies: The
employee shall be given reasonable notice of
performance deficiencies which could result in
personnel action or as otherwise provided in the
various Collective Bargaining Agreements.

a. Written Recommendations: The
employee shall also be provided with
written recommendations to correct the
specific areas of unsatisfactory
performance within a prescribed period
of time.

b. Correct Deficiencies: The evaluator
shall thereafter confer with the
employee, make recommendations with
respect to specific areas of
unsatisfactory performance, and provide
assistance in helping to correct such
deficiencies within a reasonable,
prescribed period of time, all of which
shall be reduced to writing and signed
by the evaluator.

2. Written Response: The employee shall have the
right to initiate a written response to the evaluation
that shall become a permanent attachment to the
employee's personnel file.

[1l. Personnel File: A written record of each evaluation shall be filed in the
employee's personnel file maintained at the District office.

A. Confidentiality: The current written evaluation shall be held as
confidential information for a period of one (1) year from the date of
such report.

B. Inspection: During that one (1) year period the written evaluation
may be inspected only by the School Board, the Superintendent,
the principal, the employee, and for just cause by such other
persons as the employee or Superintendent may authorize in
writing.

IV. Addendum to Evaluation: In the exercise of sound discretion, the
Superintendent or designee may order an interim evaluation if it is determined
that the same is needed to fulfill the statutory obligation of continued
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improvement, which addendum shall be attached to and made a part of the most
recent evaluation.

V. Disclosure: Prior to conducting any evaluation, the evaluator shall submit
written notification to their immediate supervisor for the purpose of disclosing any
family or business relationship with an employee subject to evaluation by said
evaluator in order to determine if a fair and impatrtial evaluation can be made.
Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43
Laws Implemented: Florida Statute, Chapter 1012, Personnel

Adopted: July 26, 1972

Readopted: January 18, 1992

Amended:
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6Gx53-3.005 DISCIPLINARY/HEARING PROCEDURES:

|. Authority: The Superintendent has the authority to direct or arrange for the
proper direction and improvement of all employees of the District school system
and to take the necessary steps to bring about continuous improvement.

A. Discipline/Dismissal: Employees will be subject to discipline or
dismissal for just cause which includes, but is not limited to,
misconduct of the following nature:

1. Immorality: A charge of Immorality is defined as
conduct contrary to conscience or public morality.

2. Misconduct in Office: A charge of misconduct in
Office is defined as conduct which seriously reduces
the employee's effectiveness in the assigned position,
or as an employee of the Board.

3. Incompetence: A charge of incompetence is
defined as the inability to perform the duties of the
assigned position.

4. Gross Insubordination: A charge of gross
insubordination is defined as a constant or continuing
intentional refusal to obey a direct order, reasonable
in nature, and given by and with proper authority.

5. Willful Neglect of Duty: A charge of willful neglect of
duty is defined as the intentional disregard and non-
performance of duties of the assigned position.

6. Conviction of a crime Involving moral turpitude: the
conviction of a crime involving moral turpitude shall be
grounds for disciplinary action or dismissal.

7. Failure to Notify Upon Arrest: Any employee who is
arrested or charged with any crime, including driving
under the influence of alcohol or controlled
substances must notify his or her department director
or principal of the alleged charges/allegations.

8. Misuse of Office: A charge of misuse of office is
defined as the corrupt use or attempted use of a
Board position, property, or resource which may be
within the trust of an employee, or the performance of
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official duties to secure a special privilege, benefit, or
exemption for the employee or others.

9. Coercion: A charge of coercion is defined as the
use of coercive means or sexual threats to influence
the actions of others.

B. Driving Under the Influence: Upon a conviction of driving while
under the influence of alcohol or controlled substances as defined
in Policy Number 6Gx53-3.003-1X.C., any employee shall be
subject to appropriate disciplinary action and be required to furnish
proof of counseling and rehabilitation. The Education Practices
Commission shall be notified if any certificated personnel are
convicted of driving under the influence of alcohol or controlled
substances.

C. Other Grounds for Disciplinary Action: The Superintendent shall
not be limited to the statutory "just cause" provisions in connection
with employee misconduct and may utilize any lawful, rational, non-
arbitrary reason for employee discipline or dismissal, subject to
approval of the Board.

Il. Disciplinary Actions: Disciplinary actions shall be imposed only after following
the procedures set forth below or as otherwise established by the various
Collective Bargaining Agreements.

A. Progressive Discipline: In order to establish a fair, consistent,

and organized method of processing disciplinary matters, school
personnel shall follow the progressive discipline procedures in all
employee matters except in cases where unusual circumstances
justify immediate action.

1. Levels: Progressive discipline shall be properly
documented with copies provided to the employee
and shall consist of the following steps:

Level I: Verbal Reprimand

Level II: Written Reprimand

Level lll: Suspension or Demotion
Level IV: Discharge

2. Documentation: Executed copies of substantiating
documents, i.e., verification of verbal reprimands,
written reprimands, etc. must be attached to any
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request for disciplinary action directed to the
Superintendent.

3. Requirements: It is imperative that the above
procedures be followed prior to requesting the
Superintendent to impose disciplinary action.

B. Emergency Personnel Actions: The above procedures do not
apply to emergency personnel actions. The Superintendent may
suspend an employee during an emergency situation and shall
immediately notify the Board of such suspension and the
circumstances giving rise to the emergency.

1. Term of Suspension: The suspension may extend
to and including the day of the next regular or special
meeting of the School Board.

2. Recommendation: The Superintendent shall
recommend further personnel action which may
include further suspension without pay, demotion,
transfer, or dismissal, subject to Board approval.

lll. Complaints: Any complaint against an employee, which is called to the
attention of the Superintendent, shall be investigated.

A. Employee Notification: The Superintendent or designee shall
notify the employee of the substance of the complaint.

B. Investigation: The Superintendent may designate an
Investigative Committee consisting of no less than two (2) persons
to conduct the investigation.

1. Findings: The Investigative Committee shall advise
the Superintendent concerning the findings of the
investigation.

2. Confidential Information: The complaint and all
information obtained pursuant to the investigation
shall be confidential until the conclusion of the
preliminary investigation or until such time as the
preliminary investigation ceases to be active.

a. Active: An investigation shall be
considered active as long as it is
continuing with a reasonable, good faith
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anticipation that an administrative
finding will be made in the foreseeable
future.

b. Inactive: An investigation shall be
considered inactive if no finding relating
to probable cause is made within sixty
(60) days after the complaint is made.

C. Determination: The determination of probable cause shall be
made by the Superintendent.

1. Review: The Superintendent shall review the
findings of the investigation with the Investigative
Committee and the School Board attorney who shall
advise the Superintendent concerning probable cause
or lack thereof.

2. Employee Conference: The employee may request
a conference with the Superintendent prior to a
determination.

3. Agreement: The Superintendent may enter into
agreements in lieu of finding probable cause when in
the Superintendent's judgment such agreements
would be in the best interest of the school district, the
employee, and the public. Such agreements shall not
be entered into where there is probable cause to
believe that a felony or an act of moral turpitude has
occurred.

4. Probable Cause: Upon a finding of probable cause
and a determination to proceed with charges against
an employee, the Superintendent or designee shall
proceed with full regard to due process procedures as
outlined herein.

IV. Hearing Procedures: The employee shall be provided with reasonable notice,
in writing, of any proposed action, which may be adverse to the employee,
together with a summary of the factual, legal, and policy grounds therefore.

A. Formal Proceedings: Formal proceedings shall apply in all
proceedings involving a disputed issue of material fact.
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1. Grant/Deny: The Superintendent or designee shall
grant or deny a request for hearing within fifteen (15)
days of receipt of such request.

2. Forum: A hearing shall be conducted before a
Hearing Officer appointed by the Board.

e Exception: Those employees holding a
Professional Service Contract may elect a
hearing to be conducted before a Hearing
Officer appointed by the Department of
Administrative Hearings. The Superintendent
or designee shall notify the DOAH within fifteen
(15) days of receipt of written request for
hearing.

3. Notice of Hearing: Employees shall be afforded a
hearing after reasonable notice of not less than
fourteen (14) days. The fourteen (14) day notice may
be waived with the consent of all parties. Said notice
shall include the following:

a. The time, place, and nature of the
hearing;

b. A statement of the legal authority and
jurisdiction under which the hearing is to
be held;

c. A reference to the particular sections
of the statutes and rules involved;

d. A short and plain statement of the
matters asserted by all parties at the
time notice is given. A more definite and
detailed statement may be furnished not
less than three (3) days prior to the date
set for the hearing.

4. Hearing Proceedings: The Board and the employee
shall have the opportunity to respond, to present
evidence and argument on all issues involved, to
conduct cross-examination and submit rebuttal
evidence, to submit proposed findings of facts and
orders, to file exceptions to any order or hearing
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officer's recommended order, and to be represented
by counsel.

5. Record: The record shall consist of the following:

a. All notices, pleadings, motions, and
intermediate rulings;

b. Evidence received or considered;

c. A statement of matters officially
recognized,;

d. Questions and proffers of proof and
objections and rulings thereon;

e. Proposed findings and exceptions;

f. Any decision, opinion, proposed or
recommended order or report by the
hearing officer presiding at the hearing;

g. All staff memoranda or data
submitted to the hearing officer during
the hearing or prior to its disposition,
after notice of the submission to all
parties, except communications by
advisory staff if such communications
are public records.

h. All matters placed on the record; and

i. The official transcript: The employer
shall preserve all testimony in the
proceeding, and, on the request of any
party, the Board shall make a full or
partial transcript available at no more
than actual cost.

6. Recommended Order: The Hearing Officer shall
complete and submit a recommended order to the
Board with a copy to the employee.

a. Findings of Fact: The recommended
order shall consist of the findings of fact
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which shall be based exclusively on the
evidence of record and on matters
officially recognized, conclusions of law,
interpretation of administrative rules,
and recommended penalty, if applicable,
and any other information required by
law or School Board rule to be
contained in the final order.

b. Written Exceptions: The Board and

the employee shall be allowed at least
ten (10) days in which to submit written
exceptions to the recommended order.

7. Final Agency Action: The Superintendent shall
recommend and the Board shall determine from the
evidence presented whether the charges have been
sustained.

a. Adopt Recommended Order: The
Board may adopt the recommended
order as its own.

b. Reject or Modify Recommended
Order: After a review of the complete
record, the Board may reject or modify
the conclusions of law and interpretation
of administrative rules in the
recommended order, but may not reject
or modify the findings of fact unless the
Board first determines and states with
particularity in its order that the findings
of fact were not based upon competent
substantial evidence or that the
proceedings on which the findings were
based did not comply with essential
requirements of law.

c. Penalty: The Board may accept the
recommended penalty in a
recommended order, but may not
reduce or increase the penalty without a
review of the complete record and
without stating with particularity its
reasons therefore in the order.
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d. Board Meeting: There shall be no oral
argument, testimony, or public comment
at the Board meeting.

e. Employee Notification: The
Superintendent or designee shall
forward a true and correct copy of the
Final Order to the employee within five
(5) days of action taken by the Board.

8. Appeal: The Final Order shall also notify the
employee that the action of the Board may be
appealed to the Second District Court of Appeal.
When there is an appeal, the court in its discretion
may award reasonable attorney's fees and costs to
the prevailing party if the court finds that the appeal
was frivolous, merit less, or an abuse of the appellate
process or that the action which precipitated the
appeal was a gross abuse of the Board's discretion.

B. Informal Proceedings: Informal proceedings shall apply in all
proceedings where the issues of material fact are admitted.

1. Due Process: The Board shall give reasonable
notice to employees of the action, whether proposed
or already taken, or of its decision to refuse action,
together with a summary of the factual, legal, and
policy grounds therefore.

2. Forum: These proceedings shall be conducted
before the Superintendent or designee.

a. Present Evidence: The Board shall
give employees or their counsel an
opportunity, at a convenient time and
place, to present written or oral
evidence in opposition to the action of
the Board or of its refusal to act, or a
written statement challenging the
grounds upon which the Board has
chosen to justify its action or inaction.

b. Objections Overruled: If the
objections of the employee are
overruled, the Superintendent or
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designee shall provide the employee
with a written explanation within seven
(7) days.

3. Record: The record shall consist of the following:
a. The notice and summary of grounds;
b. Evidence received or considered;

c. All written statements submitted by
persons and parties;

d. Any decision overruling objections;

e. All matters placed on the record after
an ex parte communication.

f. The official transcript.

4. Disposition: Informal disposition may be made by
stipulation, agreed settlement, or consent order.

a. Charges Not Sustained: If the
charges are not sustained, the
employee shall be immediately
reinstated and back salary shall be paid.

b. Charges Sustained:

1). Termination: If the
charges are sustained by
a majority vote of the full
membership of the Board
and it is determined that
the employee be
discharged, the
employee's contract of
employment shall be
thereby terminated.

2). Extenuating
Circumstances: Under
extenuating circumstances
and subject to approval of
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the Board, the
Superintendent may
recommend the terms of
employment under which
an employee may be
reinstated.
Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43
Laws Implemented: Florida Statutes, Chapter 1012, Personnel
Adopted: July 26, 1972
Readopted: January 18, 1992

Amended: May 27, 1997
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6Gx53-3.006 PERSONNEL FILE:

The term "personnel file" means all employee records, information, data, or
materials maintained by the School Board, whether maintained in one or more
locations and in any form or retrieval system whatsoever.

|. Records Custodian: The Board has charged the Assistant Superintendent of
Human Resource Services with the duties and responsibilities attached to the
records custodian and as such the Assistant Superintendent shall be responsible
for the proper maintenance of all personnel files.

Il. Records: Personnel files, excluding exemptions, are subject to inspection and
examination by any person desiring to do so, at a reasonable time, under
reasonable conditions, and under the supervision of the records custodian or
designee:

A. Inspection and Examination: The records custodian shall record
those persons reviewing the file each time it is reviewed. Said
record shall be maintained in the personnel file.

1. School Board Personnel: The personnel files shall
be open to inspection at all times by members of the
School Board, the Superintendent and the
Superintendent's administrative team, in the exercise
of their respective duties.

2. Law Enforcement Personnel: The personnel files
shall be made available to law enforcement personnel
conducting a lawful criminal investigation.

3. Employee: Upon request, the employee or any
persons designated in writing by the employee shall
be permitted to examine the employee's personnel file
and shall be permitted to reproduce any document in
the file subject to cost as outlined in the annual fee
schedule.

B. Exemptions:

1. Complaints: Any material relating to the
investigation of a complaint against an employee shall
be confidential until such time as the preliminary
investigation is concluded or until such time as the
preliminary investigation ceases to be active.
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2. Evaluations: Evaluations prepared after July 1,
1983 shall be open for inspection excepting the most
current evaluation which shall be maintained as
confidential until the end of the school year
immediately following the school year in which the
evaluation was made.

3. Derogatory Materials: No derogatory materials shall
be open to inspection until ten (10) days after the
employee has received copies of such materials.

4. Payroll Deductions: Payroll deduction records shall
be confidential.

5. Medical Records: Medical records to include
psychiatric and psychological records shall be
confidential. However, at any competency or
performance hearing, the hearing officer or panel
shall have access to such records.

C. Duplicated Copies: Duplicated copies shall mean new copies
produced by duplicating.

1. Copies of Personnel File: Upon request, the
records custodian shall furnish copies of non-exempt
materials upon payment of the "actual cost" of
duplication, the cost of material and supplies used to
duplicate such information.

2. Fee Schedule: The Superintendent shall
recommend a fee schedule for the production of such
information on an annual basis.

a. Special Service Charge: If the nature
or volume of the documents requested
to be inspected, examined, or copied is
such as to require extensive use of
information technology resources or
extensive clerical or supervisory
assistance by personnel of the School
Board, a special service charge may be
charged in addition to the actual cost of
duplication.
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b. Cost Incurred: The special service
charge shall be reasonable and shall be
based on the cost actually incurred for
such extensive use of information
technology resources or the labor cost
of the personnel providing the service,
or both.

lll. Derogatory Materials: No derogatory documents, which shall include
anonymous materials, relating to an employee's conduct, service, character, or
personality shall be placed in the personnel file of such employee except as
provided for herein.

A. Requirements: Prior to placing any document pertaining to work
performance, discipline, suspension, or dismissal in the employee's
personnel file, the facts must be reduced to writing within forty-five
(45) days of notice thereof, exclusive of the summer vacation
period, and must be signed by the person competent to know the
facts or make the judgment, with a copy forwarded to the employee
by certified mail, return receipt requested, or personal delivery.

1. Related Information: Additional related information
may be filed and attached to the documents
previously placed in the personnel file in order to
clarify or amplify them as needed.

2. Notification: The employee must be furnished a
copy of any related documents by certified mail,
return receipt requested, or by personal delivery.

B. Employee Response: Employees may respond to any document
placed in the personnel file on or after July 1, 1983. The response
shall be attached to the previously filed document and maintained
in the personnel file.

C. Employee Request for Inquiry: The employee may also request
the Superintendent or designee to make an informal inquiry
regarding any document placed in the employee's personnel file
which the employee believes to be false. The Superintendent or
designee shall attach a written report of the findings to the
document under inquiry.
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Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43

Law Implemented: Florida Statute, Chapter 1012, Personnel
Adopted: July 26, 1972

Readopted: January 18, 1992
Amended:

May 30, 2006
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6Gx53-3.007 EMPLOYEE BENEFITS:

|. Health/Life Insurance: The Board shall provide full-time employees’ health
insurance and life insurance at no additional cost to the employee. The amount
of life insurance coverage for each full-time employee is currently $20,000.00,
but may be increased from time to time without modification to this provision.

A. Full-time Employee: For insurance purposes, a full-time employee is
considered to be one who works at least 3-3/4 hours per day and 18-3/4
hours per week.

B. Options: Additional health and life insurance, dependant coverage, as
well as dental and vision insurance will also be available at the employee's
expense.

C. Eligibility: Each of the benefits will be available after the required
waiting period as outlined in the benefits booklets.

D. Rejection: An employee may reject these benefits in writing.

E. Retirees: Employees who retired according to the following Florida
Retirement System (FRS) definitions are given the option of continuing the
School Board group health and life insurance.

1. Under the FRS Pension Plan, a "retiree" must have at
least 6 years of service, be over 42 years of age, and be
receiving a monthly retirement benefit.

2. Under the FRS Investment Plan, a "retiree" must have at
least 6 years of service, have reached the minimum
retirement age under the Internal Revenue Code (currently
59 1/2),or be deemed disabled by either Social Security or
FRS.

Il. Retirement: All School Board employees in regularly established positions are
members of the Florida Retirement System (FRS). Members choose to
participate in the FRS Pension Plan (defined benefit plan) or the Investment
Plan. The rules and regulations that govern these plans can be found in Chapter
121, Florida Statutes, and Chapter 60s of the Florida Administrative Code.

lll. Leave: Unless otherwise specifically provided by law, the granting of leave
shall be at the discretion of the School Board. Except as otherwise provided in
the various Collective Bargaining Agreements, these policies shall apply to all
employees and are designed to protect the operation of the schools against
undue interruption because of absence of personnel.
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A. Procedures: No leave, except military leave, shall be granted beyond
July 1st of the next fiscal year.

1. Advance Approval: Leave shall be officially approved in advance
and shall not be granted retroactively; provided that leave for
sickness or other emergencies may be deemed to be granted in
advance if prompt report is made to the proper authority.

2. Automatic Renewal: Automatic renewal of leave shall not be
granted. It shall be the responsibility of the employee on leave to
request renewal.

3. New Application: A new leave application may be filed at the
expiration of leave and new leave granted at the discretion of the
School Board.

4. Termination: If no request for renewal is made, the employment
relationship will be terminated.

B. Leave With Pay:

1. Temporary Duty Assignment for Military Leave: Employees will
be granted temporary duty assignment for military leave up to
seventeen (17) days, within a fiscal year, with pay as required by
law. Such leave will be granted only after it has been determined
that the active duty could not have been served during time that
school was not in session. Also, see Section C. 5, Military Leave,
for other provisions related to military leave.

2. Summer School Leave: Professional summer school leave will
only be granted to employees to attend summer school as students
receiving instruction and in no case will such leave be granted for
those who accept positions as teachers or instructors for pay.

a. Personnel who are not appointed for employment in the
Polk County system for the next school term will not be
granted leave to attend summer school.

b. Personnel who were not employed during the preceding
year cannot be granted summer school leave if they find it
necessary to miss the opening of school or to be absent
during pre-school because of college obligation.

c. No summer school leave will be granted while the

students are still in school.
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3. Sabbatical Leave: In situations where the school district is
experiencing a critical shortage of teachers who are qualified in a
particular field or area of expertise or with regard to a particular
area of certification, a sabbatical leave may be granted to a teacher
to enable that teacher to acquire the necessary training or
gualifications to fill a position in that critical shortage area. Any
sabbatical leave granted pursuant to this policy is subject to
approval and recommendation by the Superintendent and final
approval by the School Board and shall comply with Florida
Statutes 1012.64

4. Injury/lliness-in-Line-of-Duty: Injury or illness-in-line-of-duty is
granted up to a maximum of ten (10) days per fiscal year when any
employee is absent because of personal injury received in the
discharge of the employee's duties, or because of illness from any
contagious or infectious disease contracted in school work.

5. Jury Duty and Subpoena Leave: Employees may be paid full
salary for jury duty or if summoned by subpoena to serve as a
witness. An employee so called as a juror or witness will return to
duty as soon as possible if dismissed by proper authority. This
provision shall not apply in those matters involving an employee's
personal litigation.

6. Personal Leave Chargeable to Sick Leave: Employees shall be
permitted to be absent six (6) days each fiscal year for personal
reasons or as otherwise provided in the various Collective
Bargaining Agreements.

a. Sick Leave: Such absences shall be chargeable to sick
leave.

1) Request for such leave shall be submitted by the
employee through established procedures and shall
be approved or granted in advance.

2) Provided, however, if the need for such leave is of
a nature to make advance application impossible,
such leave shall be authorized and granted if prompt
report and adequate cause is made and shown to the
proper authority.

b. Non-Cumulative: This leave shall be non-cumulative.

7. Sick Leave: Full-time employees who are unable to perform their
duties because of personal illness, or illness or death of father,
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mother, brother, sister, husband, wife, child or other close relative,
or member of the employee's household shall be entitled to sick
leave.

a. Physician's Certificate: The Superintendent may require a
certificate of illness from a licensed physician or from the
county health doctor.

b. Earned Sick Leave: Sick leave shall not be used prior to
the time it is earned and credited to the employee.
Employees shall be entitled to earn no more than one (1)
day of sick leave times the number of months of employment
during the year of employment.

1). Non-Instructional Personnel: Non-instructional
personnel shall be entitled to four (4) days of sick
leave after the first month of employment of each
contract year and shall thereafter earn one (1) day of
sick leave for each month of employment.

2). Instructional Personnel: Instructional personnel
shall be entitled to four (4) days of sick leave as of the
first day of employment of each contract year and
shall thereafter earn one day of sick leave for each
month of employment.

c. Cumulative Sick Leave: Sick leave shall be cumulative
from year to year and shall be taken only when necessary
because of sickness.

d. No Accrual Limit: There shall be no limit on the number of
days of sick leave which an employee may accrue except
that at least one-half (1/2) of this cumulative leave must be
established within the district granting such leave.

e. Use of Sick Leave by Family Members: District
employees may donate sick leave to their spouse, child,
parent, or sibling who is also a District employee. The
recipient must use donated days before drawing leave from
the sick leave bank, if they are a member. Pursuant to
Florida Statute 1012.61 donated sick leave, as provided
herein, does not accrue terminal leave value.

8. Sick Leave Bank: The Polk County School Employees' Sick
Leave Bank shall be established when fifteen-hundred (1,500) sick
leave days has been deposited. The Sick Leave Bank shall be

11/7/2008 12:55:26 PM
Page 4 of 14





The School Board of Polk County, Florida
Policy 3.007

governed by a committee comprised of employees of the School
Board. The committee shall have the authority to adopt and amend
guidelines in addition to the following:

a. Voluntary Participation: Participation in the Sick Leave
Bank shall at all times be voluntary.

1). Eligibility: Any full-time employee shall be eligible
for participation in the bank provided that the
employee has accrued a minimum of fifteen (15) days
of unused sick leave.

a) A member with a 10 or 11 month work
schedule must have exhausted all
accumulated sick leave. Benefits will be paid
on the 1st day after the exhaustion of sick
leave. A member with a 12 month work
schedule must have exhausted all
accumulated sick leave and have missed five
(5) consecutive workdays without sick leave
pay. Benefits for a member with a 12 month
work schedule will be paid beginning the sixth
(6th) day.

b) Any employee who chooses to no longer
participate in the Sick Leave Bank shall not be
eligible to withdraw any sick leave already
contributed to the bank.

2). Contribution: All participating employees shall
initially contribute a maximum of one (1) day of
accrued sick days.

a) Any sick leave pooled pursuant to this
section shall be removed from the employee's
accumulated sick leave balance.

b) After the initial contribution, no further
contribution shall be required except as may be
necessary to replenish the bank. Contributions
to replenish the bank shall be equally required
of all participating employees.

c) A participating employee who uses sick

leave from the bank shall not be required to

11/7/2008 12:55:26 PM
Page 5 of 14





The School Board of Polk County, Florida
Policy 3.007

contribute additional sick leave to the bank
except as otherwise provided in this section.

3). Withdrawal from Sick Leave Bank: Any sick leave
time drawn from the bank by a participating employee
must be used for said employee's personal illness,
accident, or injury.

a) The maximum number of days a participant
may withdraw from the bank shall be fifty (50)
days per illness.

b) Terminal cases will be considered on an
individual basis but will not exceed fifty (50)
additional days.

b. Abuse of Sick Leave Bank: Alleged abuse of the Sick
Leave Bank shall be investigated and on a finding of
wrongdoing, the employee shall repay all of the sick leave
credits drawn from the Sick Leave Bank and be subject to
other disciplinary action as determined by the School Board
to be appropriate.

C. Leave Without Pay (or with Partial Payment for Military Leave, C. 5):

1. Personal Leave: Absence because of illness beyond
accumulated sick leave shall be processed as personal leave.

a. Personal Responsibilities: Employees should examine
their personal responsibilities before accepting employment
responsibilities to determine if excessive requests for
personal leave will be made.

1) Employees are expected to give priority to their
responsibilities and to request personal leave only
under necessary circumstances.

2) All requests for personal leave must be approved
by the employee's immediate supervisor before being
submitted to the Superintendent.

b. Continuing or Professional Service Contract Personnel:
Personal leave up to one (1) year may be granted for
administrative and instructional personnel who are on
continuing contract or professional service contract and who
have seven (7) years of continuous service in the Polk
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County system. This leave will not be granted to anyone that
has accepted gainful employment with another educational
institution or agency. If an employee during the period of
such extended personal leave accepts gainful employment
with another educational institution or agency, then the
extended personal leave shall be terminated.

1) This does not mean the same as personal leave
defined by the Florida Retirement System.

2) Upon termination of this leave period, no position is
assured the returning person except that of classroom
teacher.

2. Medical Leave: Employees may be granted up to twelve (12)
months of unpaid medical leave without benefits for illness to
themselves or members of their household or as otherwise
provided in the various Collective Bargaining Agreements.

a. Unusual Circumstances: The Superintendent may grant
an employee an additional twelve (12) months of unpaid
medical leave in cases involving unusual medical problems.

b. Physician's Statement: A statement of medical justification
from a licensed physician must accompany the application
for leave and a statement from a licensed physician
indicating a fitness to return to duty will also be required for
reinstatement from leave.

c. Notice of Return from Medical Leave: Employees
returning from a medical leave of more than forty-five (45)
days must notify the Superintendent at least two weeks in
advance of the date they plan to return and shall have the
right to return to the same or equivalent position.

3. Parental Leave: A parental leave of absence may be granted to
any employee for up to twelve (12) months for the purpose of child-
rearing commencing at the birth of a child or the date of adoption of
a child.

a. Child Birth/Sick Leave: Childbirth shall be treated as an
illness. Accumulated sick leave may be used during
pregnancy and may be used following the birth of a child
until such time as the employee and child are released by
their physician.
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b. Adoption/Sick Leave: Employees may use accrued sick
leave for adoption purposes. This leave would include pre-
adoption days as well as days used to complete the adoption
process.

c. Medical Leave: If an employee has exhausted sick leave
or does not wish to use sick leave for child birth or adoption,
the employee may be granted medical leave.

d. Returning from Parental Leave: Employees shall have the
right to return to the same or equivalent position and shall
notify the Superintendent at least two weeks in advance of
the date they plan to return to employment or as otherwise
provided in the various Collective Bargaining Agreements.

4. Public Office Leave: Upon annual application, employees may be
granted a leave of absence without pay up to six (6) years to serve
in public office. Upon return from such leave, the employee shall be
offered a position in the District for which the employee is certified
and qualified.

5. Military Leave: Military leave will be granted without pay to
employees who serve in the armed forces of the United States or
this state as required by law:

a. Re-Employment: At the termination of duty, employees
must make application for re-employment within six (6)
months following the date of discharge or release from active
duty.

b. Reassignment: The School Board shall have a period not
to exceed six (6) months to reassign the employee to duty in
the school system.

c. Seniority: Employees who are required to serve in the
military are entitled to seniority as if continuously employed
during the time of military service.

6. Professional Leave: Up to a year's professional leave may be
granted to administrative and instructional personnel who hold a
continuing contract or who are eligible and have been
recommended for a professional services contract. Such leave shall
be granted for the purpose of engaging in full-time activities which
will result in the employee's professional benefit or advancement.
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7. Family and Medical Leave: Florida Statutes and State Board of
Education Rules fix the responsibility of the Board and
Superintendent with regard to compliance of the Family and
Medical Leave Act of 1993. The publication, Family and Medical
Leave Procedures, shall constitute Board Rules for the
administration of the Family and Medical Leave Policy. Provisions
of the Family and Medical Leave Procedures may be waived or
revised by action of the School Board provided such action is not in
conflict with Florida Statutes or State Board of Education Rules.

8. Teacher Charter School Leave:

a. Teachers. Teachers may apply for leave to teach in a
charter school. The School Board will not require
resignation of teachers desiring to teach in a charter school.
Teachers granted such leave by the school board are not
required to be on a continuing or professional services
contract and shall not be subject to the seven (7) continuous
years' service requirement.

b. Administrators. Administrators holding a teacher contract
may apply for leave to work at a charter school. Such leave
will be granted on the basis of their teacher contract.
Administrators taking leave to work at a charter school shall
be deemed to have surrendered their PCSB annual contract
as administrators upon commencement of work at a charter
school. Should an administrator on leave elect to return to
work at the District, he or she shall be entitled to return
pursuant to the terms and conditions of their teacher
contract. Administrators who take charter school leave may
apply for any administrative openings advertised within the
Polk County Schools; however, no preference or job
placement for an administrative position is guaranteed once
an administrator surrenders his or her annual administrative
contract in order to work in a charter school.

c. Other Employees. Employees other than teachers and
administrators may apply for leave to work in charter
schools. The granting of such leave shall be in the sole
discretion of the School Board.

d. Insurance and Retirement Benefits. It shall be the sole
responsibility of the charter school site to provide insurance
and retirement benefits to charter school employees. With
respect to their employment with the District, during any
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period of leave, employees shall maintain the following at the
same time level as when leave commenced:

1) Credit on the salary schedule
2) Credit for seniority
3) Credit for accumulated sick leave

4) Maintenance of membership in the sick leave
bank.

Under no circumstances will the School Board bear any cost
for pay grade, retirement, or other benefits while an
employee is on charter school leave.

e. Terminal Leave and Sick Leave. The value of terminal
leave and sick leave of employees taking charter school
leave shall be calculated and fixed as of the time the
employees begins leave. Under no circumstances will the
School Board make any additional contributions or otherwise
increase the value of such benefits after the employee
begins leave. Employees electing to terminate their
employment during charter school leave and receive
terminal pay and sick leave shall be compensated at the
amount calculated and fixed as of the time leave began.

f. Other Terms and Conditions. Charter school leave shall
further be subject to the terms and conditions contained in
the appropriate collective bargaining agreement, the
applicable charter school contract entered into as between a
charter school and the School Board, any other contractual
agreement as between a charter school and the School
Board, and Florida law.

g. Notice of Intent to Return. Employees on charter school
leave shall give the School Board written notice of their
intent to return at least 60 days prior to the beginning of the
semester they wish to return.

h. Requirement for Annual Renewal. Charter school leave
must be renewed annually. It is the sole responsibility of the
employee on leave to submit an annual leave form to the
District’s personnel department on or before March 15" of
each year if they wish to renew their charter school leave for
the following school year. Employees who do not submit the
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required annual leave form on or before March 15" will be
considered to have voluntarily terminated their employment,
and will no longer be eligible for any benefits or other
consideration under this leave policy.

9. Domestic Violence Leave: Employees may take up to three
working days of leave, without pay, from work in any 12-month
period if the employee or a family or household member of an
employee is the victim of domestic violence pursuant to Florida
Statute 741.313.

V. Vacation:

A. Rate of Payment: Payment for vacation shall be at the employee's
current daily rate of pay.

B. Years of Service: Vacation leave for twelve month personnel is
established by the employee's continuous and creditable years of
service in the Polk County school system under a contract for nine (9)
months or longer. For the earning of vacation leave this policy will not
be retroactive.

1. Zero years to 5 years of service - 13 days per year
2. Over 5 years to 10 years of service - 16-1/4 days per year
3. Over 10 years of service - 19-1/2 days per year

C. Advance Notice: Requests for vacation leave must have prior
approval from the immediate supervisor and should be planned in
advance so that the normal operation can be realized, or as otherwise
provided in the various Collective Bargaining Agreements.

D. Previous Service Credit: Those employees accepting a full-time
twelve (12) month position with previous service with the Polk County
school system in a nine (9) month or eleven (11) month position shall
be granted vacation credit for the years of previous service.

E. Continuity: Any service break of more than three (3) days without
leave will break continuity and the employee must start at zero years if
re-employed. This section does not apply to those employees placed
on the displaced list or those employees subject to layoff by action of
the Board.

F. Accrued Vacation Leave: Vacation leave earned during the pay
period shall be credited to the employee on the last day of that pay
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period. Vacation leave shall not accrue during any leave of absence;
however, any accumulated vacation on record at the time of the
granting of leave will remain on the records for future use by, or
payment to the employee.

G. Payment for Unused Vacation Leave: Payment for unused vacation
leave shall be made to the employee at the time of termination of
employment, transfer out of a vacation-earning position, entering the
Florida Retirement System DROP Program, or to the employee's
beneficiary or estate at the employee's death, or as otherwise provided
by law.

H. Maximum Carry Over / Payout:

1. Maximum Carry Over: Employees who have been on approved
leave of absence for 90 days or more during any calendar year,
or employees who are on approved leave of absence as of the
end of the calendar year and who are on uninterrupted leave
which started after October 1* may carry forward up to 480
hours of vacation leave to the next calendar year. Any other
employee may carry forward no more than 320 hours of
vacation to the next calendar year.

2. Maximum Payout: Payout for accrued vacation leave may not
exceed 480 hours of actual payment (for DROP patrticipants,
these 480 hours would include any payment made to the
employee upon entering the DROP Program).

V. Terminal Pay: The Board shall provide terminal pay for accumulated sick
leave to all employees who have worked for the Board at least one (1) year; or to
the employee's beneficiary, without regard to length of service, if service is
terminated by death. These provisions shall apply to all employees unless
otherwise provided for in the various Collective Bargaining Agreements.

A. Approved Leave: For employees on approved leave who terminate
employment upon termination of the leave, the daily rate of pay shall
be the rate of pay the employee would have been earning if he/she, at
the effective date of termination of the leave, had actually been serving
in the position from which leave was granted; however, experience
credit will not be awarded for leave time unless otherwise provided by
Board policy or other Board action.

B. Covered Persons: This provision is expressly intended to cover all
persons on leave, including those on leave pursuant to paragraph C-4,
Public Office Leave.
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C. Calculations: Calculations shall be made as follows:
1. Second and Third Years of Service: During the second and
third years of service, the daily rate of pay at termination
multiplied by 35% times the number of days of accumulated
sick leave;
2. Fourth, Fifth, and Sixth Years of Service: During the fourth,
fifth, and sixth years of service, the daily rate of pay at
termination multiplied by 40% times the number of days of
accumulated sick leave;
3. Seventh, Eighth, and Ninth Years of Service: During the
seventh, eighth, and ninth years of service, the daily rate of pay
at termination multiplied by 45% times the number of days of
accumulated sick leave;
4. Ten Years of Service: During and after ten years of service
with the Board, the daily rate of pay at termination by 50%
times the number of days of accumulated sick leave;
5. Exceptions: Payment for sick leave earned prior to July 1,
1985, and after thirteen years of service in Polk County, shall

be paid at 100% of the daily rate of pay at the time of
conclusion of service with the Polk County School Board.

Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43
Laws Implemented: Florida Statute, Chapter 1012, Personnel
Adopted: July 26, 1972
Readopted: January 18, 1992
Amended:
October 26, 1993
November 09, 1993
February 08, 1994
September 23, 1997

November 30, 1999
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October 23, 2001
April 22, 2003
January 27, 2004
September 21, 2004
April 12, 2005

June 14, 2005
September 27, 2005
May 30, 2006
January 9, 2007
April 22, 2008

October 14, 2008
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6Gx53-3.008 CONTRACT EMPLOYEES:

When recommended by the Superintendent and approved by the Board,
contracts shall be issued to those employees entitled to a contract.

I. Procedures: All contracts shall contain provisions for dismissal for just cause as
outlined under School Board Policy 3.005-1, Disciplinary/Hearing Procedures.

A. Retain Contract: Employees holding a Continuing Contract or
Professional Service Contract accepting a position which does not
carry such a contract may retain the contract in the area held.

B. Fixed-Term Contract: No property interest shall exist at the
expiration of a fixed-term contract.

1. Employment Position: Contract employees do not
have a continuing right to their employment position.

2. Re-Employment: No expectancy of re-employment
may be derived from the execution or performance of
a fixed-term contract.

Il. Instructional Personnel: Instructional Personnel shall be properly certificated
and shall be entitled to and shall receive a written contract in the form of an
annual contract or professional service contract under the following terms and
conditions:

A. Annual Contract: Annual contracts are issued to Instructional
Personnel on an annual basis for the first three (3) years of service.
Such contract may be extended for an additional one (1) year when
the employee has not satisfactorily performed the duties of the
position. The employee must agree in writing to such extension at
the time of reappointment.

B. Professional Service Contract: Professional service contracts are
issued to Instructional Personnel who have successfully completed
three (3) years of probationary service in the District, one (1) year
of which shall be served in the Professional Orientation Program
where required, during a period not in excess of five (5) successive
years, except for leave duly authorized and granted.

1. Recommendation/Reappointment: The employee
must be recommended by the Superintendent and
reappointed by the Board based upon the employee's
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successful job performance and demonstration of
professional competence.

2. Renewal: Professional service contracts shall be
renewed each year unless the Superintendent
charges the employee with unsatisfactory
performance as outlined in the Collective Bargaining
Agreement for Instructional Personnel.

lll. School-Based Administrators: School-based administrators shall be properly
certificated and shall be entitled to a written contract in the form of an annual
contract or multi-year contract under the following terms and conditions:

A. Annual Contract: Annual contracts are issued to school-based
administrators on an annual basis for the first three (3) years of
service in the position category and subsequent years thereafter
when the employee has not totally satisfactorily performed the
duties of the position.

B. Multi-Year Contract: The Superintendent may recommend a
Multi-Year Contract for School-Based Administrators who have
successfully performed the duties of the position category for three
(3) successive years.

1. Terms and Conditions:

a. Evaluation/Total Satisfactory
Performance: Employees must have
received total satisfactory performance
in every category on each annual
evaluation form or any interim
evaluation during said three (3) year
period.

b. Professional Competence:
Employees must have demonstrated
professional competence, educational
and community leadership ability, and
proved to be a positive role model for
the students with whom they come into
daily contact.

2. Probationary Period: The initial multi-year contract
shall be considered probationary during the initial
three (3) year period.
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a. Annual Review and Renewal: Said
contract shall be subject to annual
review and renewal during the three (3)
year probationary period and may be
terminated at any time during said
probationary period for just cause.

b. Expiration of Probationary Period:
Upon expiration of the probationary
period, the Superintendent may
recommend renewal of a multi-year
contract.

3. Renewal: The Superintendent may recommend
renewal of a multi-year contract based upon the
employee's standard of performance as set forth
above, for a term not to exceed a three (3) year
period. Said contract shall contain provisions for
dismissal during the term of the contract for just
cause.

4. Non-Renewal:

a. Unsatisfactory Performance: The
Superintendent may recommend non-
renewal of a multi-year contract based
upon the employee's standard of
performance as set forth above.

b. Personnel Action: Such
recommendation could result in
dismissal or other personnel action
deemed appropriate and shall be based
upon the Superintendent's statutory
obligation for continued improvement.

IV. County Office Administrators: County office administrators entitled to a
contract shall be issued a written contract in the form of an annual contract which
shall be reviewed and renewed annually based upon the employee's
performance rating. Said contract shall contain provisions for dismissal for just
cause as outlined under School Board Policy 3.005-I, Disciplinary/Hearing
Procedures.

V. County Office Administrators During the 1997/98 Fiscal Year: In order to
enable the School Board to accomplish any reorganization of the county office
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administrative staff that might be proposed as a result of the organizational
studies that will not be completed until after the 1997-1998 fiscal year has
already begun, and notwithstanding the provisions of Paragraph IV above, the
appointment of county office administrators that would commence on July 1,
1997 and the employment contracts related thereto shall be for a term of six
months which shall be in effect from July 1, 1997 through and including
December 31, 1997.

A. Contract Renewal: Following the expiration of said employment
contracts that commence on July 1, 1997 and end on December
31, 1997, all subsequent employment contracts for county office
administrators shall be in effect from January 1, 1998 through and
including June 30, 1998, and shall be reviewed and renewed
annually thereafter in accordance with Paragraph IV above.
B. Repealed: Paragraph 3.008-V shall be repealed as of June 30,
1998.

Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43

Laws Implemented: Florida Statute, Chapter 1012, Personnel

Adopted: July 26, 1972

Readopted: January 18, 1992

Amended:

May 13, 1997
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6Gx53-3.009 CONFIDENTIAL INFORMATION:

1. Employees shall comply with Health Insurance Portability and
Accountability Act of 1996 (HIPAA) regarding the protection of
confidential personal health information (PHI) for employees and
students.

2. Employees shall comply with the Family Educational Rights and
Privacy Act (FERPA) regarding the protection of confidential student
information and records.

3. Confidential information, including PHI, shall not be shared or
discussed with persons not having appropriate authority to receive
confidential information either at work or away from work.

Failure to comply may result in disciplinary action, up to and including termination
of employment, as well as prosecution under state and/or federal law.

Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, 1001.43

Laws Implemented: Florida Statute, Chapter 1012, Personnel; Health Insurance
Portability and Accountability Act of 1996 (HIPAA); and the Family Educational
Rights and Privacy Act (FERPA)

Adopted: August 12, 2003

Amended:
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