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Topic: 

 

Administrative Leave 

Reference or Contact Asst. Superintendent of Human Resources 

An employee may be put on "administrative leave" when he/she is accused of possible wrong doing. 
In essence, administrative leave gives the superintendent or designee discretion to place contract 
employees on administrative leave with pay, and non-contract employees on administrative leave 
without pay, if such administrative leave is prompted by an allegation of wrong doing or is deemed by 
the superintendent or designee to be in the best interest of the district. 

The specifics for administrative leave are listed under "suspension with/without pay" in board policy 
manual and can be found in the following sections. 

Term Contract Employees   DFBA (Legal & Local) 
Probationary Contract Employees  DFAA  (Legal & Local) 
Teachers      DFCA (Legal) 
At-Will Employees    DCD (Legal) 

Absolutely no one is to be placed on administrative leave with or without pay unless there is prior 
approval from the superintendent or designee. 
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Topic: 

Administrative/Professional Performance Appraisal for Contract 
Renewal 

Reference or Contact Asst. Supt. of Human Resources 

When relevant to the decision, written evaluations of a professional employee's performance, as 
documented to date, and any other information the administration determines to be appropriate shall 
be considered in decisions affecting contract status. Written evaluations and other evaluative 
information need not be considered prior to decision to terminate a probationary contract at the end of 
the contract term. --DNB (LOCAL) 

The superintendent must have a completed appraisal for any contracted administrative/professional 
employee prior to presenting their contract recommendation to the board.  This allows the 
superintendent to communicate with the board current year job performance. 

Properly administered performance appraisal is an effective tool for improving performance. 

Supervisor Responsibilities 

Ensure that each administrative/professional employee has received a job description and 
that the supervisor has a copy. 

Maintain well-documented records of each employee's achievements, work output, concerns, 
incidents, etc. 

Evaluate each employee's performance as indicated on the appraisal instrument 

Conduct appraisal conference with the administrative/professional employee that includes 
setting performance goals. 

Sign/date the appraisal instrument and provide the employee a copy 

 

Human Resources Office Responsibilities 

1. Provide administrative/professional employee a copy of job description at the time of 
employment on application website. 

2. Send supervisor and administrative/professional employee an updated copy of job 
description following any revision. 

3. Assist supervisors with documentation of employee performance as needed. 

4. Prepare and distribute to respective supervisors no later than second Friday in 
September of current school year the following documents: 

A. Contract Action Calendar for next school year 

B. Contract list of Administrative/Professional employees under contract 

6. Notify supervising assistant superintendent/executive director of any missing appraisals.  

7. Notify superintendent of any missing appraisals. 

8. Remove contract recommendation of any administrative/professional employee whose 
current year appraisal is missing. 
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Topic: 
 

Advanced Degree for Masters and Doctoral 

Reference or Contact Senior Director of Staffing 

EDUCATION SALARY FOR MASTER'S DEGREE An annual salary increase of $1,000 is provided to 
full time campus-based employees with an earned master's degree from an accredited educational 
institution in a field related to education or an instructional subject provided that their current position 
does not require a master's degree.  The decision as to whether it is an educational institution that 
is qualified will be made by the Senior Director of Staffing.  All employees must apply for the 
advanced degree stipend by Tuesday after Labor Day to the Assistant Superintendent of Human 
Resources.  Payment will be included in monthly payroll checks. 

¶ Included are teachers, librarians, nurses and other instructional positions closely related to the 
campus instruction 

¶ Excluded are principals, counselors, diagnosticians, LSSP’s, Facilitators, etc. 

EDUCATION SALARY FOR DOCTORAL DEGREE An annual stipend of $1,500 is provided to full time 
employees with earned doctoral degrees from an accredited educational institution if their position 
does not require a doctoral degree.  The decision as to whether it is an educational institution that 
is qualified will be made by the Senior Director of Staffing. A one-time request in by First Day of 
Instruction which includes transcripts for the stipend if not already on file, must be made to the 
Assistant Superintendent of Human Resources.  Payment will be included in monthly payroll checks. 

 
 



Temple Independent School District 
Administrative Guidelines (edited 8/26/21) 

 

7 
 

        

Advanced Degree Salary Request 

 
 

Name _____________________________________________ID# _________________ 
 
Campus/Department _____________________________________________________ 
 
Teaching Assignment/ Position _____________________________________________ 
 
Degree Title: ____________________________________________________________ 
 
University: ______________________________________________________________ 

 

Ǐ Transcript attached   
Ǐ Transcript on file 

 
Requests for advanced degree salary must be made within one month of employment.  Employees must 
submit requests no later than Tuesday After Labor Day in order to receive the advanced degree salary in 
their checks.  Requests submitted after the deadline will be reviewed the following year.   
Payments will be included in October through July checks or September through June if 12-month 
employee. 
 
Ǐ Approved 

 
Ǐ Denied 

 
 
 Donna Ward         Date 
Assistant Superintendent of Human Resources                                       
 

EDUCATION SALARY FOR MASTER'S DEGREE An annual salary increase of $1,000 is provided to full time 
campus-based employees with an earned master's degree from an accredited educational institution in a 
field related to education or an instructional subject provided that their current position does not require a 
master's degree.  The decision as to whether it is an educational institution that is qualified will be made by 
the Director of Personnel.  All employees must apply for the advanced degree stipend by Tuesday After 
Labor Day, to the Assistant Superintendent of Human Resource.  Payment will be included in monthly payroll 
checks. 

¶ Included are teachers, librarians, nurses and other instructional positions closely related to the campus 
instruction 

¶ Excluded are principals, counselors, diagnosticians, LSSP’s, Facilitators, etc. 

EDUCATION SALARY FOR DOCTORAL DEGREE An annual stipend of $1,500 is provided to full time 
employees with earned doctoral degrees from an accredited educational institution if their position does not 
require a doctoral degree.  The decision as to whether it is an educational institution that is qualified will be 
made by the Senior Director of Staffing. A one-time request in by First Day of Instruction, which includes 
transcripts for the stipend if not already on file, must be made to the Assistant Superintendent of Human 
Resources.  Payment will be included in monthly payroll checks. 
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Topic: 
 

Application for Doctoral Program 

Reference or Contact Asst. Supt. of Human Resources  

 

¶ Request is to be submitted in writing to Superintendent before application to program  

¶ Applicant must be in Pay Grade 11 or higher OR Instructional Coach 

¶ With approval, four (4) professional development days allowed by District for program per 
semester 

¶ Enter program days as Professional Development in AESOP (explain in Notation Box) 

¶ Additional days will be entered as State Personal Leave (Discretionary) 
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Topic: 
 

Auxiliary Employees; Disciplining of  

Reference or Contact Asst. Supt. of Human Resources  

Temple Independent School District seeks to establish and maintain positive and productive 
standards of employee conduct and supervisory practices. These procedures will support the efficient 
delivery of support services to the Temple ISD through a fair and consistent administration of 
employee relations. The desired goal is to address job performance problems proactively and prevent 

the necessity of termination whenever possible. 

Supervisory personnel in the Temple ISD responsible for employees considered to be under the 
"employment-at-will" doctrine should exercise caution in the disciplining of workers. Every effort 
should be made to balance the employer's freedom to dismiss an employee without reason and at 
any time with the rights of the employee. Generally, attempts at correcting problems should be 
applied in a progressive manner with documentation that supports the supervisor's attempts to 
improve the employee's performance. With the exception of a very serious offense, an employee is 
rarely terminated for a single instance of misconduct. 

In a progressive system of employee discipline, increasingly severe penalties will be imposed as the 
seriousness of the offense increases or as repeated offenses occur. As supervisors encounter 
employee performance that warrants a corrective action, the following steps should be taken unless 
the behavior is considered to be severe: 

Step 1: Verbal Directive - When a supervisor notices a problem with an employee's 
performance, a brief verbal directive is usually sufficient to correct a normal, nonrecurring 
problem. Again, the objective is always to improve the employee's deficient performance in a 
positive and productive manner. 

Step 2: Notes to File - When verbal directives are not successful and problems continue, a note 
to the file should be used. This should be a simple handwritten note made by the supervisor 
giving a clear and concise statement of the infraction and the date. 

Step 3: Disciplinary Warning - When a serious violation occurs or when other corrective actions 
have not been successful, the supervisor should report the behavior to the director and a 
Disciplinary Warning Form should be completed and issued to the employee (see sample form). 

Step 4:  Disciplinary Conference - Communication plays a key role in the sequence of corrective 
steps taken to improve an employee's job-related deficiencies. As soon as the Disciplinary 
Warning Form is completed, a conference should be scheduled with the employee, employee's 
immediate supervisor, and director. The conference should attempt to clearly communicate the 
district's policies and procedures and the conduct/performance expected of the employee. The 
employee should sign the Disciplinary Warning Form acknowledging that the conference took 
place and their participation and comments. 

Step 5: Decision to Terminate - When all efforts for improving an employee's performance fails 
or in the case of a severe violation of district policies, a termination is necessary. Board policy 
states that only the superintendent may terminate an at-will employee.  To proceed with a 
termination, the department director informs the human resources director and the assistant 
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superintendent for support services of the recommendation to terminate.  With verbal approval 
from assistant superintendent to proceed, the department director completes the NOTICE OF 
TERMINATION form and secures the necessary signatures. 

Step 6: Termination Conference – When all efforts for improving an employee’s performance fails 
or in the case of a severe violation of district policies, a termination conference should be held. 
The supervisor and director should meet with the employee to present the signed notice of 
termination. During this conference, the Exit/Termination Report should also be completed with all 
information and signature (sample listed in Table of Contents). At this time the employee is 
expected to turn in all district property and keys in his/her possession. 

Auxiliary employees (i.e., at-will employees) can be terminated at the will of the employer at any time 
and for any reason. However, a terminated auxiliary employee is entitled to express concerns or 
complaints through the employee complaints procedures.  In addition, there are constitutional 
provisions that protect employees from violations of their civil rights.  Department director must 
ensure that a constitutionally impermissible reason such as ADA, sexual harassment, or 
whistleblower action is not being used to support the decision to terminate an employee.
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TEMPLE INDEPENDENT SCHOOL DISTRICT 

EMPLOYEE COUNSELING STATEMENT/CORRECTIVE ACTION FORM 

 
Employee Name:                                                                           Campus: ________________________ 
 

 
Type of Incident: Absenteeism_____________ Tardiness_____________ Other ________________ 
 
Date of Incident: _____________________________________________________ 
 
Describe incident that occurred.  Include date(s), people involved and effects on the employee’s work or other 
employees (Attach additional details and/or documentation):  
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
_______________________________________________________________________________________ 
 
Type of Action  Verbal Warning: _____ 1st   Written Warning: _____ 2nd Written Warning: _____ 
            
Proposed Termination or Non-Renewal:__________ (Include all documentation) 
 
Previous action for same violation: 
1st action: Date __________     2nd action: Date __________         3rd action: Date __________ 
 

 
Improvement Expectations: 
 Specify goals and actions to be accomplished to improve behavior or performance: 
 
 
 
 
 
Consequences if employee fails to meet goal: 

Ç Further counseling/discipline actions up to and including termination. 
Ç Immediate termination 
Ç Other: 

 

I understand that my signature indicates that this incident has been reviewed with me and does not indicate 
agreement or disagreement with action taken.  Employee may attach comments. This document reflects the 
author’s judgment; it is to be used to evaluate the performance of a teacher or administrator and is intended to 
be confidential under Texas Education Code § 21.355. 
 
Employee signature: __________________________________________  Date: ______________________ 
 
Supervisor signature: __________________________________________ Date:______________________ 
 
Witness signature: ____________________________________________ Date:______________________ 
                                                                                                                                                          7/2018 

 

 ______________________
___ 
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REVIEW BEFORE COMPLETING A DISCIPLINARY WARNING FORM 
 

Clear communication is important in the effective completion of the Corrective Action Form. General rules for 
documentation on the Corrective Action Form are: 

Conference First, Then Write - Experienced supervisors know there are two sides to every story and that it is 
not advisable to write "the facts" without conducting an adequate investigation. At a minimum, the supervisor 
should first discuss the alleged facts with the employee. 

Give The Facts First, Then Conclusions - Written documentation should briefly state the facts that caused the 
supervisors concern and then state the conclusion based on those facts. 

Avoid Fighting Words - Supervisors should strive to be a problem-solver and not incite further problems. All 
documentation should be factual and stated objectively with the conclusions reported. 

Assume The Documentation Will Be Read - All information documenting employee performance deficiencies 
and corrective actions should be written in a manner free from bias, with a clear understanding that the written 
communication could be used in hearings and/or court. 

Do Not Write When Angry - Supervisors should delay writing disciplinary documentation or conducting a 
conference until they are able to discuss the issue in a level-headed and fair manner. 

Treat All Employees Alike - All rules and procedures should be applied to all employees evenly and fairly. 

Be Timely - Supervisors should not delay in telling employees about problems and should follow through on all 
documentation and conferences. 

Do Not Backdate - Backdating documentation constitutes falsification of an official record. If an infraction 
happened earlier without being documented, the supervisor should not "go back" and prepare backdated 
documentation. 

Do Not Document Unlawful Reasons to Support Termination - Numerous state and federal laws protect 
employees from retaliation or adverse employment actions. Supervisors should not "write up" employees, for 
example: 

¶ for refusing to perform illegal acts; 

¶ for filing or cooperating in the investigation of an employment discrimination claim; 

¶ for filing a complaint or assisting an inspector under health or environmental laws; 

¶ for reporting a violation of law to an appropriate law enforcement authority in good faith; 

¶ for filing a worker compensation claim; 

¶ for exercising rights to receive overtime or fair compensation under the Fair Labor Standards Act; 

¶ for providing information about potential school district violations of the Asbestos Hazard Response Act. 

¶ for exercising constitutionally protected First Amendment free speech right; or, 

¶ for any action that appears discriminatory on the basis of race, color, ethnicity, handicap, national origin, 
age or gender. 

 

Documentation is a valuable tool for attempting to improve employee performance. Through effective 
documentation, a supervisor can provide directives that contribute to solving potential problems before they 
result in a termination action. 
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Topic: 
 

Auxiliary Performance Appraisal 

Reference or Contact Senior Director of Staffing  

Overview 

The purpose for evaluating auxiliary personnel is to provide supervisors with information on the 
performance and potential of employees. The evaluations are also used in making sound 
employment decisions. An effective appraisal system can provide the opportunity to establish good 
relationships with employees by giving and receiving feedback, pinpointing performance problems 
and developing plans to resolve them, developing a solid basis for decisions about promotions, 
transfers, reassignments, salary increases, terminations, etc. 

Supervisors and employees can both benefit from an effective performance appraisal system. If 
properly administered, performance appraisals can be one of the most effective tools for improving an 
employee's performance. 

Evaluation Steps 

1. Review the employee's job description, identifying the main duties and responsibilities for the 
job.  

2. Keep well-documented records of each employee's achievements, work output, problems, 
incidents, etc. 

3. Evaluate each employee's performance as indicated in the appraisal instrument. 

4. Schedule a conference with the employee to discuss the appraisal and to define performance 
goals for the individual. 

5. Sign/date the appraisal instrument and give the employee a copy of the form. 

6. All signed dated appraisals are due no later than 3rd Monday of May 

7. Appraisals are located in Eduphoria ® 
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Topic: 
 

Awards Recognition Program 

Reference or Contact Director of Employee Relations 

 
¶ Each campus will select from its staff members a Secondary Teacher of the Year or an 

Elementary Teacher of the Year, a Rookie of the Year and two True Blue employees of the 
Year.  

o True Blue nominees will be from the Auxiliary Personnel and the Professional Personnel 
o Departments may also submit a True Blue nominee 

¶ Recognition for these selected employees will be made at a special campus/departmental 
program with service award recipients for 5, 10, 15 years of service to TISD. These certificates 
and awards will be furnished by the HR Department. The program will be organized and 
scheduled by the campus/department. 

¶ Campus winners in each category will become District nominees and a list will be submitted to 
the HR Executive Secretary by the 4th  Friday in May.  

¶ District winners for each category along with Administrator of the Year award will be presented 
at the Excellence in Education conference along with service awards for 20, 25, 30, 35 and 40-
year recipients. 

¶ Administrator of the year is a District-wide process and may be selected from any administrator 
in PG-11 through PG-16 which includes directors, assistant principals, principals and executive 
directors. A nomination form will be sent by District-wide e-mail to all employees for the 
nomination process. The SLT will review the nominees and select the annual winner. 

¶ HR will provide awards for all service awards, retirees and District winners in each category. 
Campuses and departments will provide recognition items for campus winners other than 
service awards 

¶ A special luncheon will be held in May to recognize district retirees with retiree, spouse and 
campus principal invited as guests. 

 

 

  



Temple Independent School District 
Administrative Guidelines 

 

17 
 

Topic: 
 

Cell Phones; Use During Work Hours 

Reference or Contact Supervising Administrator 

Employees are not to be using their personal cellular phones during the work day.  They may use 
their cellular phone during their conference period, lunch time and breaks. 

All other times, including staff development, cellular phones should be turned off or on vibrate only if 
emergency calls are expected. 
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Topic: 

Compensation Time and Leave  

Reference or Contact    Asst. Supt. of Human Resources  
 

¶ Compensation time (Comp-Time) for hours worked in excess of the standard work week for 
hourly employees should be taken within the same pay period as accumulated whenever 
possible 

¶ Compensation time (Comp-Time) is a direct result of overtime hours worked and must be 
pre-approved by the campus principal or department supervisor 

¶ Guidelines for overtime work must follow those listed in the TISD Employee Handbook. 

¶ Compensation time (Comp-Time) does not carry from year to year and is paid in monetary 
form on the employee's last paycheck for the school year. 

¶ Compensation time should never accumulate more than 8 hours (1 workday) before being 
used 

¶ “Negative” compensation time is non-existent by definition; however, if time shortages 
should occur, available leave is required to be used for shortages that equal 4 hours or 8 
hours 

¶ Any time shortages that are less than 4 hours will result in a reduction in pay for that pay 
period   

¶ If no leave is available for time shortages of 4 hours or 8 hours then Time Off code "Leave 
without Pay" (LWOP) must be used in Skyward Time Off and a reduction in pay will take 
place for that pay period   

¶ Staff members who use Skyward for leave and substitute reasons will use Leave code 
"Unpaid" for time shortages of 4 hours or 8 hours  
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Topic: 
 

Contract Renewal Notification 

Reference or Contact    Senior Director of Staffing 

 

¶ Teachers will no longer receive individual Contract Renewal Recommendation forms  

¶ HR will provide campus principals with a Study List for Personnel Recommendations form in 
April which includes: 

o Campus 
o Employee Names 
o Employee Positions 
o Type of Contract 
o Decision Boxes 
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Topic: 
 

Criminal History Checks  

Reference or Contact   Asst. Supt. Of Human Resources 

The district will complete a criminal history check on an applicant prior to the applicant being 
presented to the board for employment or before an applicant begins working. After reviewing the 
criminal history of the applicant, the Senior Director of Staffing will designate whether or not the 
applicant is eligible for employment with Temple ISD.  

The district also obtains all criminal history information on individuals who have completed an online 
volunteer application.  Under TEA Code ' 22.053, a district MAY obtain criminal history information on 
these individuals. The district will also obtain criminal history information on any individual who may 

come in contact with the district’s children. 

Board Policy DC (LEGAL) states: 

The district may obtain criminal history information that relates to a person the district intends to 
employ or a person who has indicated, in writing, an intention to serve as a volunteer with the 
district. 

The district may obtain criminal history information that relates to: 

1. A district volunteer or employee; or 

2. An employee or applicant for employment by a person that contracts with the district to 
provide services if: 

The employee or applicant has or will have continuing duties related to contracted 
services; and 

The duties are or will be performed on school property or at another location where 
students are regularly present. 

The district may discharge an employee if the district obtains information of the employee’s conviction 
of a felony or misdemeanor involving moral turpitude that the employee did not disclose to the State 
Board for Educator Certification or to the district. An employee so discharged shall be considered to 
have been discharged for misconduct for the purposes of Labor Code ' 207.044 (unemployment 
compensation). Education Code 22.085 
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Topic: 
 

Departmental Hiring Procedure 

Reference or Contact    Senior Director of Staffing 

 

¶ Departmental hiring should involve TalentEd ® and interview process listed above 
 

¶ An interview team should consist of no fewer than 3 individuals in supervisory position within 
the department 

 

¶ References must be checked on past work history 

 

Hiring Procedure Guidelines 

¶ Procedures for the hiring process on campuses 

o All Teacher Hires 

Á Elementary 

¶ Committee: Grade Level Teachers (2-3) plus IC, AP & Principal 

Á Middle School 

¶ Committee: Subject Teachers (2-3) plus IC, AP & Principal 

Á Temple High School and Campus Departments 

¶ Committee: Subject Teachers (2-3) plus Lead teacher, IC, AP & Principal 

¶ Departmental (CTE, Fine Arts & SPED): Subject Teachers (2-3), AP and 

Director 

 

¶ Narrative included in TalentEd® recommendation reads: 

o On date of hire the Campus Committee members including names and positions on 

campus interviewed number of applicants for the position of title of position and selected 

recommended candidate. 

o A committee member will complete the information on TalentEd® for future reference of 

all candidates interviewed. 
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Topic: 
 

Discretionary Days 

Reference or Contact Asst. Supt. of Human Resources 

Leave that is taken at an employee’s discretion must be scheduled five (5) days in advance. An 

employee wishing to take discretionary personal leave must submit a notice of the request in advance 

of the anticipated absence to his or her principal or supervisor in person.  Discretionary personal leave 

will be granted subject to the following limitations:    

                              

¶ No more than 5% of campus employees in each job category will be absent during the same 

time period due to discretionary leave 

¶ Discretionary leave may not last more than three (3) consecutive work days, with a maximum 

of five (5) in a semester and 10 in a school year 

¶ Discretionary leave may not be taken on the following key days:  

 1.  The day before a school holiday 

  2.  The day after a school holiday 

  3.  Days scheduled for end-of-semester or end-of-year exams  

  4.  Days scheduled for STAAR/EOC tests 

  5.  Professional or staff development days 

 

Principal/Director will approve/deny all requests for discretionary leave. The supervisor shall consider 

the effect of the employee’s absence on the educational program, as well as the availability of 

substitutes before granting leave.  Any exception to the discretionary leave procedures must first be 

approved/denied by principal/director and final approval/denial shall be made by the Assistant 

Superintendent or designee.  Employee will automatically be docked his/her daily rate for each 

discretionary absence taken on a day that has not received final approval from the Assistant 

Superintendent or designee and a negative write up will be placed in their personnel folder.    
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Topic: 
 

Dress Code Guidelines: Food Services, Maintenance & Grounds and 
Transportation 

Reference or Contact Asst. Supt. of Finance and Operations 

The personal appearance of Temple Independent School District employees affects the respect those outside the school 

district have for the organization, as well as respect employees have for themselves and one another.  As a 

representative of Temple ISD, employees are expected to dress in a manner that is tasteful and not offensive, 

suggestive, revealing or insulting to others. 

Generic: 

Hair should be clean, neatly groomed and non-distracting 

Clothing and accessories unacceptable for food service, maintenance, operations, and transportation employees 

include: 

¶ Bare Midriffs 

¶ Halter tops, tube tops, tops without backs 

¶ Clothing that advertises, bears the brand name or the likeness of alcohol, tobacco products or drugs.  In 
addition to clothing, this restriction applies to purses, bags, backpacks, caps, jackets, belts, belt buckles, 
etc. 

¶ Clothing that has obscene or vulgar language or inappropriate pictures.  In addition to clothing, this 
restriction applies to purses, bags, backpacks, caps, jackets, belts, belt buckles, etc. 

¶ Tattoos that are visible 

¶ Any body piercing that is visible, other than earrings on female employees.  Female employees may wear 
a maximum of two earrings per ear.  Male employees are not allowed to wear earrings. 

The following items are required. 

¶ Shoes must be worn at all times.  The shoes must be closed toe and secured at the heel.  House shoes or 
beach-type shoes are prohibited.  Non-skid shoes/boots are recommended.  Shoes with heels over one-
half inch in height are prohibited. 

¶ Appropriate undergarments must be worn at all times. 

¶ School identification badge must be worn at all times when on school property or in a district vehicle. 

Food Service Department 

Black slacks, black jeans (free from holes and rips, and no faded jeans) or black skirt, (knee length or longer, worn with 

stockings) are required. 

Uniform shirts are provided.  Employees are to wear a uniform shirt or a maroon polo style shirt with a collar and 

sleeves.  School shirts may be worn on approved campus days. 

Shirts are to be tucked in at all times. 

Fingernails must be clean and trimmed.  No fingernail polish or artificial nails are permitted. 

Acceptable jewelry is limited to medical bracelets/necklaces, wedding ring, watch and stud earrings. 

Colognes and perfumes are to be avoided. 

Hair restraints are required while on duty. 
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Substitute cafeteria workers may wear a white or maroon shirt with a collar and sleeves, black slacks or jeans, rubber 

soled, leather, or vinyl shoes and a hair restraint. 

Maintenance Department 

Maintenance workers will wear a uniform, which consists of a shirt with Temple ISD logo and the employee’s name with 

industrial style pants or jeans. 

Uniforms are to be neat and clean. 

Shirts are to be tucked in at all times. 

Operations Department 

Operations employees will wear a uniform, which consists of a shirt/smock with the TISD logo and the employee’s name 

with full-length pants or jeans.  Exceptions may be considered when employees are working in a building without air-

conditioning. 

Shirts worn under the uniform shirt/smock must provide adequate coverage of the upper body.  Tops that are low cut or 

expose the midriff may not be worn. 

Shirts are to be tucked in at all times. 

Transportation Department 

Bus drivers are allowed to wear pants, skirts, or shorts.  The skirts or shorts must be loose fitting and must extend at 

least halfway to the knee while in a seated position.  Lace or other material may not be added to meet the length 

requirement.  Cut-offs (pants without hems that have been cut off to make shorts), jogging, wind, athletic, biker or other 

shorts designed for a casual or recreational setting are not permitted. 

Shirts without sleeves must be tight enough around the arms to prevent undergarments or skin on the sides of the body 

from being visible. 

Shirt sleeves must be tight enough to prevent undergarments or skin on the sides of the body from being visible when 

the arms are raised parallel to the ground. 

Shirts/tops are to be tucked in at all times. 
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Topic: 
 

Dress Code Guidelines: Professional 

Reference or Contact Asst. Supt. for Human Resources 

GENERAL 
“An employee’s professional dress should create a sense of confidence in the ability to perform one’s job.” 
Temple ISD employees are expected to model professionalism at all times and to dress in a manner that enhances the 
district’s public image.  The public must be able to differentiate between students and school district staff.  District 
employees shall adhere to all dress and grooming policy during regular school hours. 
The dress and grooming of school district employees shall be clean and neat and in accordance with any additional 
standards established by their supervisors and approved by the superintendent.  The following guidelines shall be 
considered as minimum expectation.  Supervisors have the authority to require more strenuous dress requirements. 
All clothing must be clean and neatly ironed or pressed and school district identification badges must be worn at all times. 
SHIRTS/BLOUSES 
Men ς  

¶ Dress shirt, polo shirt or banded collar with button closure; tie preferred but optional  

¶ Shirts shall be tucked in 

¶ May be long or short sleeve 

¶ Must be appropriately sized 

¶ A pullover sweater or sweater vest may be worn over the shirt 

¶ T-shirts are permitted on designated spirit day with school logo 
Women ς  

¶ Blouses and sweaters must be of sufficient length so that when the arms are raised above the head, there will be no 
skin or undergarments visible 

¶ Shall be appropriately sized, neither too tight or baggy; spandex is not permitted 

¶ Necklines shall not reveal cleavage 

¶ May be long or short sleeve 

¶ Sleeveless blouses or dresses are permitted unless undergarments are exposed.  No tank tops. 

¶ Jackets or sweaters should be worn with shells or tank tops 

¶ Backless or strapless blouses are not permitted 

¶ T-shirts are permitted on designated spirit day 
PANTS/SLACKS 
Men –  

¶ Dress pants, including Docker style, shall be appropriately sized so as not to be too tight or baggy 

¶ Shorts are not permitted 

¶ Denim jeans on designated spirit day 

¶ Warm up/wind suits/sweat pants are not permitted 

¶ No holes, fraying or patches by design or wear 
Women – 

¶ Pants shall be appropriately sized – not too tight, nor baggy, nor revealing undergarments 

¶ Pants shall fit at the waist 

¶ Spandex, shorts, and overalls are not permitted 

¶ Capri/cropped pants are acceptable if no shorter than mid-calf and part of an ensemble 

¶ Denim jeans on designated spirit day 

¶ Warm up/wind suits/sweat pants are not permitted 

¶ No holes, fraying or patches by design or wear 

¶ Ankle length leggings are permitted under skirts 
BELTS 



Temple Independent School District 
Administrative Guidelines 

 

28 
 

Men and Women ς 

¶ Belts shall be worn if garment has loops 
SKIRTS 
Women – 

¶ Shall be knee length or longer when standing 

¶ Slits shall be no higher than the knee 

¶ Shall fit appropriately – no spandex is permitted 

¶ Dress denim is permitted 

¶ Skorts are not permitted 
DRESSES  
Women – 

¶ Shall be knee length or longer when standing 

¶ Slits shall be no higher than the knee 

¶ Shall fit appropriately – no spandex permitted 

¶ Neckline shall meet the criteria of a blouse 

¶ Backless or strapless dresses are not permitted  
SHOES 
Men –  

¶ Shall wear polished boots or dress shoes and socks 

¶ Athletic or tennis shoes shall be worn only during outside activity or designated spirit day or work day 

¶ Sandals are not permitted 
Women –    

¶ Athletic or tennis shoes shall be worn only during outside activity or designated spirit day or work day 

¶ Athletic socks are not permitted unless with athletic or tennis shoes (see above) 

¶ Dress shoes, mules, or dress sandals are appropriate; flip flops and crocs are not permitted 

¶ Feet shall be appropriately groomed 
HATS/CAPS 

¶ Shall not be worn inside school district buildings 
BODY PIERCINGS 

¶ No visible piercings are permitted with the exception of a maximum of two per each earlobe 
TATTOOS 

¶ Shall not be visible 
FACIAL HAIR 
Men –  

¶ Shall be neatly groomed 
OTHER 

¶ Cocktail attire is not permitted  

¶ Undergarments shall not be seen through outer clothing 

¶ P.E. – P.E. coaches’ attire approved by principal 

¶ Coaches attire shall follow regular dress when in a classroom setting 

¶ CTE – Standard designated attire may be worn in the CTE facility only.  Professional dress code shall be adhered to 
when in the main building for an extended period of time (1 class period or more)  

¶ Mid-calf is defined as half way between the ankle and knee 
EXCEPTIONS 

¶ Spirit day attire may include “school” T-shirts/polo shirts, denim jeans, tennis shoes and athletic socks. 
Spirit days will be designated by the campus and not exceed one per week unless designated appropriate by campus 
principal for special occasions. 
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Topic: 
 

Early Release Day Procedure 

Reference or Contact    Asst. Supt. of Human Resources 
 
 

¶ Salaried employees on campuses will be allowed to leave the campus on the early release 
day preceding the Winter Break, 30 minutes after the students are released unless 
otherwise notified by the Superintendent or designee. Salaried employees in departments 
will follow the same timeline as Middle School campuses to leave.  
 

¶ Hourly employees on campuses will be allowed to leave the campus on the early release 
day preceding the Winter Break, 30 minutes after the students are released unless 
otherwise notified by the Superintendent or designee. Hourly employees will be allowed to 
work additional hours during the early release week to complete their 40-hr. week. Hourly 
employees in departments will follow the same timeline as Middle School campuses to 
leave. Compensated Time may also be used for purpose of completing the 40-hour work 
week. 
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Topic: 

Communicating with Students through Electronic Media—Text 
Messages, Group Applications, and other Social Media Platforms 

Reference or Contact Director of Employee Relations 

 

Purpose of Communicating with Students through Electronic Media 

A certified employee, licensed employee, or any other employee designated in writing by the 
Superintendent or a campus principal may use electronic communication, as this term is defined by 
law, with currently enrolled students only about matters within the scope of the employee’s 
professional responsibilities. DH(LOCAL) 

Definitions of “electronic media” 

Electronic media means any communication facilitated by the use of any electronic device, including 
a telephone, cellular telephone, computer, computer network, personal data assistant, or pager. The 
term includes text messages, instant messages, and any communication made through an Internet 
website, including a social media website or a social networking website. 

Use of Electronic Media by employees with students 

¶ An employee who communicates electronically with students will observe the following: 

¶ The employee will only communicate with students using forms of electronic 
communications, including mobile and web applications that are approved and accessible 
by the campus administrator. An employee shall not use a personal electronic 
communication platform or application to communicate with currently enrolled students. 

¶ Only a teacher, trainer, or other employee who has an extracurricular duty may use text 
messaging or group applications, and then only to communicate with students who 
participate in the class or extracurricular activity over which the employee has 
responsibility. The employee’s electronic communications with students is limited to 
communications within the scope of the employee’s professional responsibilities. 

¶ An employee who communicates with a student using text messaging or group applications 
must include his or her immediate supervisor as a recipient on each text message or group 
application post to the student so that the student and supervisor receive the same 
message. 

¶ The employee may not communicate with students through a personal social network 
page; the employee must create a separate social network page (“professional page”) for 
the purpose of communicating with students. The employee must enable administration 
and parents to access the employee’s professional page. 

¶ Communication directly with students between the hours of 10:00 p.m. and 6:00 

¶ a.m. is not allowed, except for special circumstances when communication is necessary, 
and the supervisor is included on the communication. An employee may, however, make 
public posts to a social network site, blog, or similar application at any time. 

¶ The employee does not have a right to privacy with respect to communications with 
students and parents. 

¶ The employee continues to be subject to applicable state and federal laws, local policies, 
administrative regulations, and the Texas Educators’ Code of Ethics. 
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¶ Upon request from administration, an employee will provide the phone number(s), social 
network site(s), or other information regarding the method(s) of electronic media the 
employee uses to communicate with one or more currently- enrolled students. 

¶ Upon written request from a parent or student, the employee will discontinue 
communicating with the student through text messaging, instant messaging, or any other 
form of one-to-one communication. 

¶ An employee may request an exception from one or more of the limitations above by 
submitting a written request to his or her immediate supervisor. 

¶ An employee shall notify his or supervisor in writing within one business day if a student 
engages in an improper electronic communication with the employee. The employee 
should describe the form and content of the electronic communication. 

 

Text Messages 

Temple Independent School District permits using text messages to communicate with students 
only if an administrator is included on the correspondence. Use of text messaging with students 
should not be the primary manner of communication and should be used sparingly if at all. 

Group Applications 

Group applications such as Group Me, Remind 101 (only with the reply feature disabled), and 
Google+ should be used in lieu of text messaging whenever possible. 

These applications allow for the exchange of messages without having to pay for SMS data. In 
addition, these applications promote the use of sending group messages and allow content to be 
visible to everyone in the “group.” An administrator must be a member of the group and included on 
all responses. Employees should ensure that any content posted on social media conforms to 
copyright or intellectual property laws, and must secure the consent of all involved parties for the 
right to post or publish recordings, photos, images, video, text, slideshow presentations, artwork, or 
any other copyrighted materials. Any questions or concerns should be addressed to an 
administrator. 

Prohibited Social Media Platforms 

Snapchat, Facebook Messenger, and Instagram will not be used as an electronic platform to 
communicate with students. 

Exceptions 

An employee is not subject to provisions regarding electronic communications with a student to the 
extent the employee has a social or family relationship with a student. For example, an employee 
may have a relationship with a niece or nephew, a student who is the child of an adult friend, a 
student who is a friend of the employee’s child, or a member or participant in the same civic, social, 
recreational, or religious organization. 

An employee who claims an exception based on a social relationship shall receive consent from 
the student’s parent. At its discretion, district administration may require an employee who claims 
this exception to show proof of written consent from the student’s parent. 

 

Updated 8.19.19 
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Topic: 
 

Employee Direct Deposit 

Reference or Contact Payroll Specialist 

All employees of Temple Independent School District will be paid through Direct Deposit. Those not 
having an account at a banking institution will be paid on a Debit Card issued by the bank serving as 
the TISD depository. Forms are available from payroll. 
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Topic: 
 

Employee ID Badges 

Reference or Contact Central Administration Office Receptionist  

 

¶ Employee Photo ID badges must be worn at all times while on the job at TISD 
 

¶ Badges are produced at the TISD HR Department – Reception Desk 
 

¶ The first badge is provided free of charge. Additional badges are $ 5.00 
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Topic: 
 

Employee Leaves and Absences  

Reference or Contact    Senior Director of Staffing 

Type of Leave Eligibility Policy Statute 

STATE PERSONAL LEAVE: a state 
minimum of five (5) days per year for all 
school district employees to be taken at 
employee’s discretion or for illness, family 
illness or emergency, or death in the 
employee’s family 

All regularly employed 
personnel 

DEC 
(legal) 

Education Code 
22.003(a) 

LOCAL LEAVE: Five (5) days of leave 
granted to Temple ISD employees by the 
Board for illness, family illness or 
emergency, or death in family that 
continues in effect as in previous year. 
Local leave accumulates for employee 
local use but is not transferable from 
district to district. 

All personnel 
Working 20 or more 
hours weekly 

DEC 
(local) 

 

ASSAULT LEAVE: up to two (2) years 
paid leave to recuperate from physical 
injuries sustained during the performance 
of regular duties. 

All regularly employed 
personnel 

DEC 
(legal) 

Education Code 
22.0073(b) 

WORKER’S COMPENSATION: see DEC 
(local and legal) for available leave days 
and compensation benefits. 

All personnel CRE 
(legal) 

Labor Code 451.001-451.003 

FAMILY AND MEDICAL LEAVE: up to  

12 weeks of unpaid leave for: 

birth of child 

adoption or placement of a child 

serious health condition of child, spouse, 
or parent 

personal illness 

All employees with at 
least one year of 
service and 1,250 
hours of service in the 
previous year 

DEC 
(legal 
and 
local) 

Federal Family and Medical Leave 
Act 
 

TEMPORARY DISABILITY LEAVE:  a 
leave of absence for temporary disability 
when the educator’s or non-certified 
employee’s condition interferes with the 
performance of regular duties. Note: 
pregnancy is considered a temporary 
disability. 

Full-time employees  DEC 
(local) 

Education Code 21.409 

BEREAVEMENT (FUNERAL) LEAVE: 
use of non-discretionary days for 
absences for immediate family.  Use of 
discretionary leave may be used for death 
outside of immediate family not to exceed 
three (3) consecutive days 

All personnel DEC 
(local) 

Education Code 

JURY DUTY or SUBPOENA: leave with 
pay and without loss of accumulated leave 
will be granted for documented jury duty or 
subpoena. 

All personnel DEC 
(local) 

 

SPECIAL LEAVE FOR SABBATICAL, 
PROFESSIONAL DEVELOPMENT: refer 
to Board policy and Human Resources 
Department for special conditions. 

 DEC 
(local) 
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Type of Leave Eligibility Policy Statute 

 

PROFESSIONAL DEVELOPMENT: 
Professional Meetings and Visitations 

Professional 
personnel 

DMD 
(local) 

 

MILITARY LEAVE: (Short Term): up to 15 
days in a federal fiscal year. 

All employees who 
are members of the 
United States military 
forces or reserves 

DECB 
(legal) 

Government Code 
431.005 

MILITARY LEAVE: (Long Term): if 
honorably discharged or released within 
five (5) years may be restored or 
reassigned. 

All regularly employed 
personnel 

DECB 
(legal) 

Government Code 
613.001 and following 

MAXIMUM LEAVE OF ABSENCE: District 
employment shall be terminated when an 
employee has requested and exhausted 
all available leave to which he/she is 
entitled and is subsequently absent from 
work five (5) workdays beyond such 
entitlement. 

All employees DEC 
(local) 

 

*Note: This is not, nor is it intended to be, a full description of board policy. For complete text and clarification, consult the Board Policy 

Manual or contact the Human Resources Office for assistance. 
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Topic: 
 

Employee Return to Work Notice Procedures 

Reference or Contact    Director of Wellness and Benefits 

Any employee out on Family Medical Leave, Workers' Compensation, Temporary Disability Leave 
and/or absent for five (5) or more days must provide a medical release from their health care provider 
before returning to work.  The release must be provided to the principal, director, or supervisor who in 
turn will immediately provide it to the Employee Benefits Office.  No employee may return to work 
without the physician’s medical release.  The medical release must include the date the employee is 
allowed to return to work and, if applicable, any restrictions to their duty. 

The Director of Benefits will review the medical release and restrictions, if any, and make a 
determination if the employee may return to work.  An employee out on Worker’s Compensation must 
report to the Employee Benefits Office with a medical release before returning to work.  The Director 
of Wellness and Benefits will notify the principal, director, or supervisor granting the employee 
permission to return to work. 

The principal/director/supervisor is not to permit an employee to return to work without notice from the 
Director of Wellness and Benefits.
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Topic: 
 

Employment Contracts 

Reference or Contact Asst. Supt. of Human Resources 

Provisions for the initial employment and contract renewal of teachers are: 

CURRENT TEACHERS 

Any current teacher employed under a probationary contract and successfully completes the series of 
probationary contracts for three (3) years will be eligible for a term contract starting the fourth year. 

A teacher/coach who successfully completes the series of dual assignment probationary contracts is 
eligible for a one-year dual assignment term contract under the same conditions.  A current 
teacher/coach employed under a one-year dual assignment contract shall remain on a one-year dual 
assignment term contract. 

 

NEW TEACHERS 

Teachers employed by the district for the first time shall be employed under a probationary contract 
for a term not to exceed three school years.   

Probationary period may not exceed three years for a teacher who has been employed as a teacher 
in public education for at least five (5) of the eight (8) years preceding employment by the district. 

 

TRS RETIRED TEACHER (Before September 2005) 

A district teacher who is a TRS retiree is eligible for consideration for a position identified by the board 
provided he/she is SBEC certified and meets NCLB requirements for that position.  Hiring preference 
is given to certified, qualified non-retirees for teaching positions.  Eligible TRS retired teacher will 
work under a Letter of Agreement not to exceed the current school year. 

Compensation for an eligible TRS retired teacher is per the state minimum salary schedule based on 
creditable years experience upon retirement.  An eligible TRS retired teacher will receive benefits as 
permissible under state law, TRS guidelines, and board policy.  In addition, an eligible TRS retired 
teacher will receive supplements as applicable.  After one year of service as an eligible TRS retired 
teacher, the district will reiterate the preference for hiring certified, qualified non-retirees and continue 
its active recruitment efforts.  Following exhaustive efforts to recruit and employ a non-retiree, the 
district may reconsider the reemployment of the retiree in the same position or another position for 
which the reemployment of the reemployed eligible TRS retired teacher will receive a Letter of 

Agreement not to exceed the current school year.  

 
 

TRS RETIRED TEACHERS AND OTHER STAFF POSITIONS AFTER SEPTEMBER 2005 

Temple ISD pays new retirees the current salary as stated in the Staff Compensation Guide  for the 
position employed based on the retirees years of experience at the time of retirement. Any costs to 
the District for TRS Pension Surcharge (14.5%) and TRS-Care Surcharge (varies) will be deducted 
from the annual salary. The difference will then be divided over the length of the contract usually 12 
months. 
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For example: A retiree is hired as a fulltime Instructional Coach. The person retired in 2009 with 28 
years of TRS credited experience. The base pay for 2017-18 for an IC at Step 28 is $67,814. The 
District is required to pay the 14.5% TRS Pension Surcharge plus a $535.00 per month TRS Care 
Surcharge - $67,814 - 9,833.03 (14.5%) = $57,980.97 - $6,420 ($535 X 12mo) =$51,560.97= 
$4296.75 monthly gross. Fulltime Retire-Rehire employees will receive the Medical Reimbursement 
from the district totaling $500 per year. 

 

OUT-OF-DISTRICT  

A principal, executive director, or assistant superintendent employed from outside the district is given 
a one-year probationary contract for the first year of employment.  

 

IN-DISTRICT 

A current employee approved as a principal, executive director, chief or assistant superintendent will 
receive a one-year probationary contract.  Beginning with the second year and thereafter, the 
respective employee receives a term contract renewed annually if in a certified position.   

 

TRS RETIREE 

A TRS retiree may be considered provided he/she meets job requirements.  As a principal, executive 
director or assistant superintendent, an eligible TRS retiree will serve without a contract unless 
mandated by state law and not work for more than 226 days. If a contract is required, an eligible TRS 
retiree will work under a probationary contract not to exceed the current school year.  An eligible TRS 
retiree whose position does not require a contract series is an at-will employee.  An at-will employee 
may be dismissed without notice.  An eligible TRS retiree recommended for a principal/executive 
director position is compensated accordingly based on appropriate pay grade and step minus District 
expenses involved in the retiree being hired. 
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Topic: 
 

Employee Hiring Guidelines  

Reference or Contact Asst. Supt. of  Human Resources & Campus 
Principals 

Campus Interview Process 

¶ Interview team should always be used 
 

¶ Team should be composed of grade level and subject level teachers plus Instructional 
Coaches 
 

¶ Additional members may include administrators, support staff, parents and/or 
paraprofessionals 
 

¶ Use Teacher Interview Guide for reference 
 

¶ References must be checked before recommendation is made 
 

¶ Contact selected candidate to let them know you are recommending to HR 
 

¶ Complete hiring process in TalentEd® 
 

¶ Narrative included in TalentEd® recommendation reads: 

o On date of hire the Campus Committee members including names and positions on 

campus interviewed number of applicants for the position of title of position and 

selected recommended candidate. 

o A committee member will complete the information on TalentEd® for future 

reference of all candidates interviewed 

 

¶ Contact ALL interviewed and notify them of decision if not hired as soon as possible 
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Topic: 
 

Exit Process for Professional Employees 

Reference or Contact    Asst. Supt. of Human Resources 

 
¶ When an employee resigns his/her position with TISD, an exit interview must be conducted 

 

¶ Terminated employees should have an on-site exit process completed by the campus principal 
or supervisor and documented in writing 
 
 

¶ Exit interviews should include: 
o At Campus or Department: 

Á Submission of Written Resignation Letter 
Á Completion of an Exit Survey required by campus or department 
Á Return of all keys issued 
Á District property returned including manuals, cell phones, equipment, uniforms, 

etc. 
o At Human Resources Office 

Á Submission of Written Resignation Letter 
Á Interview with Asst. Superintendent of Human Resources, Senior Director of 

Staffing or Director of Employee Relations. 
Á A new mailing address should be obtained 
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Topic: 
 

Extra Duty Pay 

Reference or Contact Asst. Supt. of Human Resources 

Extra Duty Pay may be paid to employees for work done over and above the normal workday duties 
and at a time outside the normal workday. The start and end of a normal workday is listed on the 
Standard Workday Chart found in the Temple ISD Employee Handbook. 
 
Extra Duty Pay is as follows: 
 

¶ All non-instructional pay is set at the rate of $11.50 per hour. This includes any employee, both 
paraprofessional instructional aides and professional instructor. 
 

¶ Professional instructors are paid at the rate of $20.00 per hour for instructional extra duty. 
 

¶ Pay differing from these amounts must be approved in advanced by the Assistant 
Superintendent of Human Resources. 
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Topic: 
 

Grievance Policy for Staff 

Reference or Contact Asst. Supt. of Human Resources 

¶ Every attempt should be made to resolve all grievance issues in a personal and verbal 
manner. 
 

¶ When grievances go beyond verbal resolution, policy both listed in the on-line Policy Manual 
and in the Temple Employee Handbook should be followed carefully. 
 

 

¶ Items to watch carefully include: 
o Date grievance is submitted 
o Date of response 
o Personal meeting process 
o Resolution responses 
o Steps from one level to the next 
o Contact with school attorney 

 

¶ Concerns and questions should be sent to the Asst. Supt. of HR or the Asst. Supt. of Student 
Services. 
 

¶ The procedures to follow regarding employee grievances are on the table on the proceeding 
pages with appropriate forms. 

 

¶ Please note that administrators should refer to local policies DGBA for details. 
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PERSONNEL-MANAGEMENT RELATIONS                         DGBA 
EMPLOYEE COMPLAINTS/GRIEVANCES                           (EXHIBIT) 
 
EXHIBIT A 
 

EMPLOYEE COMPLAINT FORM – LEVEL ONE 
 

To file a formal complaint, please fill out this form completely and submit it by hand delivery, fax, or U.S. mail  
to the appropriate administrator within the time established in DGBA (LOCAL).  All complaints will be heard in 
accordance with DGBA (LEGAL) and (LOCAL) or any exceptions outlined therein. 
 
1.  Name ______________________________________________________________________ 
 
2.  Address ____________________________________________________________________ 
 
     ____________________________________________________________________________ 
 
     Telephone Number (______) ____________________________________________________ 
 
3.  Position _____________________________ Campus/Department ____________________ 
 
4.  If you will be represented in voicing your complaint, please identify the person representing you. 
 
     Name  ______________________________________________________________________ 
 
     Address  ____________________________________________________________________ 
 
     ____________________________________________________________________________ 
 
5.  Please describe the decision or circumstances causing your complaint (give specific factual details). 
 
      ___________________________________________________________________________ 
 
      ___________________________________________________________________________ 
 
      ___________________________________________________________________________ 
 
6.  What was the date of the decision or circumstances causing your complaint? 
     
     ____________________________________________________________________________ 
 
7.  Please explain how you have been harmed by this decision or circumstance. 
 
     ____________________________________________________________________________ 
 
     ____________________________________________________________________________ 
 
 
 
 
DATE ISSUED: 6/2015                         1 of 2 
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PERSONNEL-MANAGEMENT RELATIONS                          DGBA 
EMPLOYEE COMPLAINTS/GRIEVANCES                            (EXHIBIT) 
 

 
8.  Please describe any efforts you have made to resolve your complaint informally and the responses to your  
efforts. 
 
     _________________________________________________________________________________ 
 
     _________________________________________________________________________________ 

 
_________________________________________________________________________________ 

 
     With whom did you communicate? 
 

__________________________________________________________________________________ 
 
On what date? ________________________________ 
 

9.  Please describe the outcome or remedy you seek for this complaint.  
 
     __________________________________________________________________________________ 
 
     __________________________________________________________________________________ 
 
     __________________________________________________________________________________ 
     
     __________________________________________________________________________________ 
 
 
Employee Signature  ____________________________________________________________________ 
 
Signature of Employee’s Representative  ____________________________________________________ 
 
Date of Filing  _____________________________________ 
 
 
Complainant, please note: 
 
A complaint form that is incomplete in any material way may be dismissed, but may be refiled with all the required 
information if the refiling is within the designated time for filing a complaint. 
 
Attach to this form any documents you believe will support the complaint; if unavailable when you submit this form, 
they may be presented no later than the Level One conference.  Please keep a copy of the completed form and any 
supporting documentation for your records. 
 
 
 
DATE ISSUED: 6/2015                       2 of 2 
 
PERSONNEL-MANAGEMENT RELATIONS                          DGBA 
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EMPLOYEE COMPLAINTS/GRIEVANCES                            (EXHIBIT) 
EXHIBIT C 
 

LEVEL TWO APPEAL NOTICE 
 

To appeal a Level One decision or the lack of a timely response after a Level One conference, please fill out this 
 form completely and submit it by hand delivery, fax, or U.S. mail to the Superintendent or designee within the 
 time established in DGBA (LOCAL).  Appeals will be heard in accordance with DGBA (LEGAL) and (LOCAL) or any 
exceptions outlined therein. 
 
1.  Name ______________________________________________________________________   
 
2.  Address ____________________________________________________________________   
 
                  ____________________________________________________________________   
 
     Telephone Number (_______) ___________________________________________________  
 
3.  Position _______________________________ Campus/Department __________________   
 
4.  If you will be represented in voicing your appeal, please identify the person representing you. 
   
     Name ______________________________________________________________________  
 
     Address ____________________________________________________________________  
 
                  ____________________________________________________________________   
 
     Telephone Number (_______) __________________________________________________  
 
5.  To whom did you present your complaint at Level One?  _____________________________  
 
      Date of conference _____________________________ 
 
      Date you received a response to the Level One conference __________________________   
 
6.  Please explain specifically how you disagree with the outcome of Level One. 
 
     ____________________________________________________________________________  
 
     ____________________________________________________________________________ 
 
7.  Attach a copy of your original complaint and any documentation submitted at Level One. 
 
8.  Attach a copy of the Level One response being appealed, if applicable. 
 
Employee signature ____________________________________________ Date of filing_____________ 
 
Signature of employee’s representative ___________________________________________________ 
PERSONNEL-MANAGEMENT RELATIONS                          DGBA 
EMPLOYEE COMPLAINTS/GRIEVANCES                            (EXHIBIT) 
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EXHIBIT E 
LEVEL THREE APPEAL NOTICE 

 
To appeal a Level Two decision or the lack of a timely response after a Level Two conference, please fill out this form 
completely and submit it by hand delivery, fax, or U.S. mail to the Superintendent or designee within the time 
established in DGBA (LOCAL).  Appeals will be heard in accordance with DGBA (LEGAL) and (LOCAL) or any exceptions 
outlined therein. 
 
1.  Name ______________________________________________________________________   

2.  Address ____________________________________________________________________   

                  ____________________________________________________________________   

     Telephone Number (_______) ___________________________________________________  

 
3.  Position _______________________________ Campus/Department __________________   
 
4.  If you will be represented in voicing your complaint, please identify the person representing you. 
   
     Name ______________________________________________________________________  
 
     Address ____________________________________________________________________  
 
                  ____________________________________________________________________   
 
     Telephone Number (_______) __________________________________________________  
 
5.  To whom did you present your appeal at Level Two?  _____________________________  
 
      Date of conference _____________________________ 
 
      Date you received a response to the Level Two conference __________________________   
 
6.  Please explain specifically how you disagree with the outcome at Level Two. 
 
     ____________________________________________________________________________  
 
     ____________________________________________________________________________ 
 
7.  Do you want the Board to hear this appeal in open session?  _____________ 
 
8.  Attach a copy of your original complaint and any documentation submitted at Level One and a  copy of your Level 
Two appeal notice. 
 
9.  Attach a copy of the Level Two response being appealed, if applicable. 
 
Employee signature ________________________________________________Date of filing _______________ 
 
Signature of employee’s representative ______________________________________________ 
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Topic: 
 

Hiring Principal Process 

Reference or Contact Asst. Supt. of Human Resources 

Hiring Process for a Principal: 

1. Applicants must have completed their principal certification to be considered for a principal 
position. 

 

2. Applications will be rated by the Campus Committee and/or Central Office Personnel to establish 
a pool of candidates for personal interviews. 

 

3. The Campus Committee will interview and select their top candidates. This process will be 
facilitated by the Asst. Supt. of HR or a designee. 

  

4. Top candidates will be sent to the Senior Leadership Committee for interviewing and approval 
before a job offer is tendered. 

 

5. The Superintendent will then make a recommendation to hire an approved candidate to the Board. 

 

On occasions where this process fails to produce a viable candidate, the SLT will select other 
candidates to interview and select for the position.  
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Topic: 
 

Job Description 

Reference or Contact: Asst. Supt. of Human Resources, Senior Director of              
Staffing and Asst. Superintendents 

 
¶ All Job Descriptions are developed and approved by the Human Resources Department. 

 

¶ If changes need to be made in a Job Description to update or change responsibilities, a 
meeting should be scheduled with the Human Resources Department to discuss and 
finalize the changes. 

 

¶ No Job Description will or can be changed in the middle of a school year unless the job 
becomes open and revisions are made before it is posted. 
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Topic: 

 

Job Reclassification  

Reference or Contact Asst. Supt. of Human Resources 

All positions will be assigned to pay grades based on the level of skill, effort, and responsibility 
required of the job assignments. Superintendent or designee will determine job classifications or 
reclassifications with input from TASB for positions based on an assessment of job requirements and 
comparability to other district positions. 

Change in placement of a job is not a promotion or demotion. Classification change signifies 
modifications of job duties or qualifications. 

Job reclassification, not initiated by the superintendent, follows these steps: 

1. The immediate supervisor of a job may request a job reclassification during the designated time 
period of February and March. 

2. Principal or department director must submit a job reclassification request in writing. 

3. Human Resources office reviews the reclassification and, if necessary, requests additional 
information. 

4. The request will be determined by the Assistant Superintendent of Human Resources but the final 
decision is made by the superintendent. 

5. Human Resources office will inform the respective employee and supervisor of the final decision. 

6. Approved job reclassifications become effective beginning with the next school year. 
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Topic: 
 

Letters of Reasonable Assurance for Paraprofessionals and Auxiliary 

Reference or Contact: Senior Director of Staffing 

 
¶ The Senior Director of Staffing will provide campus principals/directors with a Study List for 

Letters of Reasonable Assurance in May 
 

¶ Letters (e-mails if available) will be sent to employees during their last week of employment 
 

¶ Employees not receiving a Letter and not returning the next school year should be 
interviewed regarding the action the day before the Letters are sent. 

 

¶ Employees will sign, date and return the Letter before leaving for the summer break. 
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Topic: 
 

New Teacher Induction 

Reference or Contact: Director of Employee Relations 
 

¶ Teachers are required to attend the induction training as part of their 187 day contract. 
 

¶ The format will be planned annually by the Director of Employee Relations, the Assistant 
Superintendent of Curriculum and Instruction and the Assistant Superintendent of HR along 
with support staff. 
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Topic: 
 

Non-Contract Days for 226 Employees 

Reference or Contact: Asst. Supt. of Human Resources 
 

 

¶ All employees working directly with or on a campus shall follow the professional contract 
day calendar unless they receive written consent (e-mail) from the Superintendent or an 
Assistant Superintendent. 
 

¶ Employees working in departments not directly associated with the campus schedule may 
set their non-contract days in accordance with days in the best interest of the department 
under the approval of the Assistant Superintendent of the Department 
 

¶ Any non-contract day that is used not in alignment with the professional calendar shall be 
documented in writing through AESOP (Skyward) with a complete explanation in the 
Remarks box as to the day worked to replace the contract day missed. 

 

¶ Saturdays and Sundays are not to be used without prior agreement with the supervising 
Assistant Superintendent or Superintendent. These must have written documentation. 
 

¶ The departmental secretary is responsible for reconciling these absences if an hourly 
employee is involved. 

 

¶ Non-contract Days must be used in the year accumulated unless there is prior written 
consent from the Asst. Supt. of Human Resources. 

 

¶ Non-contract Days not used by the end of July of the new work year will be lost without 
written approval of the Assistant Superintendent of HR. 
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Topic 
 

Non-renewal of Non-Contract (at will) Employees 

Reference or Contact    Senior Director of Staffing 

Overview 

Non-contract employees are employed at will and may be terminated without notice, a description of 
the reasons for dismissal, or a hearing.  The board delegates to the superintendent authority to 
employ and dismiss employees who shall serve on an at-will basis (DCD LOCAL).  The 
superintendent must approve the termination of a non-contract employee. 

The superintendent will not approve termination of any employee for reasons of race, religion, sex, 
national origin, disability, military status, any other basis protected by law, or in retaliation for the 
exercise of certain protected legal rights.  A non-contract employee who is dismissed has the right to 
grieve the termination according to current board policy (DGBA LOCAL). 

A supervisor recommending termination will complete a Notice of Termination form and secure 
signatures as appropriate.  Human Resources staff is available to assist with the process, and if 
requested, conduct the exit interview with a terminated employee. 

At the termination conference, the employee is informed of his/her ineligibility to be rehired as 
indicated on the Exit/Interview form and given a copy of the district’s employee complaint procedure. 
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TEMPLE INDEPENDENT SCHOOL DISTRICT 

NOTICE OF TERMINATION 

Employee:  

Department/Position:  Date:  

Summary of Termination Recommendation: 

 

 

 

 

 

 

Taking these facts into consideration, it is my decision to recommend termination of your employment  

as a      for the Temple Independent School 
  Position 

 

District effective   ,  . 
 Day  DATE: month/#date/year) 

I have received a copy of this NOTICE OF TERMINATION. 

 

    
Employee Name  Date 

 

    
(State Principal/Supervisor by Name/Title)  Date 

 

    
Recommended by: (State Assistant Superintendent by Name/Title) Date 

 

    
Asst. Supt. of Human Resources  Date 

 

    
Approved by Superintendent  Date 
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Topic: 
 

Non-renewal of Probationary Contract Employees 

Reference or Contact Asst. Superintendent of Human Resources 

 
¶ Growth Plans must be developed and in place for any contract employee before non-

renewal or termination. 
 

¶ Employee must be notified 10 days before the Superintendent takes the recommendation 
to the Board in May. 

 

¶ Detailed information for conversation with employee is available at the HR Department. 
Discussion regarding non-renewal of a contract should relate to the growth plan. 
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Topic: 
 

Non-renewal of Term Contract Employees 

Reference or Contact Asst. Superintendent of Human Resources 

¶ Requires extended efforts to improve performance through a documented Growth Plan. 
 

¶ If a decision to non-renew is made, the principal will notify Human Resources to review the 
action plan as early as possible, but no later than April 1. 
 

¶ All documentation should be scanned and e-mailed with a letter of explanation to the 
District’s legal services for evaluation and recommendation by April 1. 
 

¶ Employee must be notified at least two (2) weeks before the recommendation goes to the 
Superintendent to recommend at the May Board Meeting. 
 

¶ A summarized, chronological chart detailing all documented actions should be prepared for 
the Superintendent before the employee is informed of the non-renewal. 
 

¶ The Superintendent will make the final decision to recommend termination to the Board. 
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Topic: 
 

Notary Services 

Reference or Contact Benefits Specialist and Administrative Assistant at 
the Central Administrative Offices  

¶ A Notary Public is available at the Human Resource office. 

¶ Contact the Benefits Specialist at Ext. 6774 to set an appointment. 

¶ No fee for school employees or school-related activities involving students. 
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Topic: 
 

Personnel Action Process 

Reference or Contact    Senior Director of Staffing 

¶ A written e-mail for an open position/resignation along with letter of resignation must be 
sent to the Senior Director of Staffing in HR to open a position. 
 

¶ HR will post the position on TalentEd®. 
 

¶ Postings during a school year may be filled as soon as possible. 
 

¶ Postings for coming year or during summer must be posted for 10 days before job can be 
offered unless it is a non-certified position. 
 

¶ Notice to hire through TalentEd ® must be sent to the Senior Director of Staffing in HR. 
 

¶ The candidate will meet with the Senior Director of Staffing in HR as soon as possible. 
 

¶ HR will refer the candidate to the Superintendent to present to the TISD Board for approval 
of a contract.  
 

¶ The new employee will meet with the Director of Wellness and Benefits to complete the 
process. 
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Topic: 
 

Personnel Files 

Reference or Contact Records Specialist 

¶ Personnel files at CAO will include: 
 

o T-TESS Evaluation (mandatory) 
 

o Service Record (mandatory) 
 

o Transcripts 
 

o Contract 
 

o Work Counseling Form (written) 
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Topic: 
 

Placement of Student Teachers  

Reference or Contact    Senior Director of Staffing 

 

Placement of Student Teachers is overseen by the Senior Director of Staffing in cooperation with the 
Executive Director of Secondary Education and the Executive Director of Elementary Education. All 
applicants must clear the Criminal Background Check policy of the district before being assigned to a 
classroom. 
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Topic: 
 

Procedure on FTE’s 

Reference or Contact    Senior Director of Staffing 

 

¶ Definition of acronym: FTE, Full-Time Equivalent. FTE, Full-Time Employee. FTE, Full-Time 
Equivalency. An FTE represents a position of employment in the TISD position inventory 
 

¶ Only the Superintendent or Assistant Superintendent of HR may “add” an FTE to the position 
inventory 
 

¶ An FTE, by definition, may be a PT FTE or part-time position 
 

¶ An FTE, by nature, can only be replaced with an individual in the same pay grade 
 

¶ FTE and PT-FTE must be replaced by like time position 
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Topic: 

Professional Employment Process Chart 

 

Reference or Contact    SENIOR DIRECTOR OF STAFFING 

 

 

 

1. APPLICANT 

The applicant submits a completed online 
application on the district website and is 
automatically e-mailed that their application has 
been received. 

State criminal history check initiated. 

3.  RECOMMENDATION 
 

A recommendation is made to the 
Human Resources office through 

TalentEd® to fill an identified vacancy 
pending a clear national criminal 
background check. 
Recommendations are reviewed and 
processed by Human Resources.  
Human Resources contacts applicant 
and offers position. 

4.  RECOMMENDATION IS MADE 
TO THE BOARD FOR APPROVAL 

2. SITE-BASED INTERVIEW FOR 
SPECIFIC POSITION 

Principal/program director accesses TalentEd® 
to select applicants for an interview. 

Positions requiring both campus principal and 
director interviews are: 

1. Special Education 
2. Career & Technology Education 
3. Athletics 
4. Band 
5. Campus Instructional Technology 
6. Bilingual/ESL 

 
Telephone reference checks are 
conducted on all candidates to be 
recommended. 
 
Administrator maintains an interview file 
on each position for one year 

5.  CONTRACT IS ISSUED 
ELECTRONICALLY TO 

APPLICANT WHO THEN 
ATTENDS THE DISTRICT NEW 

EMPLOYEE INDUCTION 
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PROFESSIONAL INTERVIEW CHECK SHEET 

CONFIDENTIAL 

Name:   Position Desired:   

Teaching Field (s)  (1)   (2)   (3)   

Please rate each item that best apply to your evaluation of the applicant and his/her potential for success. 

(1) Unsatisfactory  (2) Below Expectations  (3) Satisfactory  (4) Exceeds Expectations  (5) Clearly Outstanding 

Indicator 

Rating 

Comments 1 2 3 4 5 
Personality/Attitude       

Ability To Communicate       

Habits/Conduct       

Personal Appearance       

Child Centeredness       

Cooperation/Loyalty       

Professional Interest       

Classroom Management       

Mastery Of Subject/Instructional 
Methodology 

      

Adjustment For Individual Needs       

 

Special Experiences / Remarks:  

  

  

  

  

 

Interviewed By:  

 

Name:    Position Title:   
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CLERICAL/TECHNICAL INTERVIEW CHECK SHEET 

CONFIDENTIAL 

Name:   Position Desired:   

Please rate each item that best applies to your evaluation of the applicant and his/her potential for success. 

(1) Unsatisfactory (2) Below Expectations  (3) Satisfactory  (4) Exceeds Expectations  (5) Clearly Outstanding 

Indicator 

Rating 

Comments 1 2 3 4 5 

Training/Education       

Work Experience       

Communication Skills       

Ability to Learn       

Goal Setting       

Planning, Organization and Initiative       

Problem-solving/Decision Making       

Adaptability       

Motivation       

Attitude       

 

Special Experiences / Remarks:  

  

  

  

  

  

 

Interviewed By:  

 

Name:      Position Title:    
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Temple ISD Telephone Reference Check Sheet 
CONFIDENTIAL 

For: 

Name:  ___________________________________ Position:  __________________________ 

Reference From:  

Name:  ___________________________________ Position:  __________________________ 

Date/Time:  _______________________________ Telephone No.:  _____________________ 

 

Job responsibilities, dates of service, reason(s) for leaving: 

              

How would you rate quality of work?   

            

How did candidate compare with others who perform the same work?  

            

Primary strengths:  

          

Areas of improvement if we employ:    

          

What was candidate's biggest achievement while working for you? 

            

What does candidate need to do for continued professional growth and development? 

          

If I were going to be candidate's supervisor, what advice could you give me to help me manage this candidate 
most effectively? 

          

If you were going to hire this candidate today, what job would you put candidate in that would most effectively 
use candidate’s skills and experience? 

            

How would you characterize candidate's relationship with his/her peers? Subordinates? 

            

Would you re-hire candidate into the same job? Or whatever applied for? (if not, why not?) 

          

Is candidate currently under contract?  If no, ask date of resignation and reason(s) for resigning.
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Topic: 
 

Release From Contract after Deadline 

Reference or Contact Asst. Supt. of HR and Superintendent 

¶ Deadline is 45 days prior to the first day of instruction.  
 

¶ A written request for release should be made to the campus principal or direct supervisor. 
 

¶ Upon approval at campus/department level the request will be submitted to the Human 
Resources Department. 
 

¶ If the release is approved at both levels, the employee is held to their contract until a 
qualified replacement can be hired. 

  

¶ Should no replacement be available, the contracted employee will not be released. 
 

¶ Failure to honor a contract can result in the loss of certification for the year



Temple Independent School District 
Administrative Guidelines 

  

67 
 

Topic: 
 

Release Time (extended) 

Reference or Contact Asst. Supt. of Human Resources  

Prior to applying for participation in professional development activities requiring extended release time 
(more than three days), the staff member must submit the following documentation: 

1. Written plans describing how the teacher will implement the instructional strategies learned 
in the staff development and possibly share these strategies with other teachers in the 
district. 

2. A letter from the campus principal that supports the attendance of the teacher at the 
requested staff development and gives approval for the teacher’s extended absence. 

3. A letter to the superintendent requesting extended release time to attend staff 
development, with specific information stating how the staff development will improve the 
instructional program of the district based on goals and objectives in the District 
Improvement Plan or Campus Improvement Plan. 

 

The requested staff development must be conducted by a state or nationally recognized program such 
as: “The Fulbright Memorial Program,” “The National Education Association,” “The Association of 
Supervision and Curriculum Development,” “The National Council for Teachers of Mathematics,” “The 
National Staff Development Council,” “The National Association for the Education of Young Children,” 
“The National Council for Teachers of English,” “The International Reading Association,” “The National 
Council for Social Studies” or “The National Science Foundation”. Staff development conducted by 
other organizations would need special approval based on the strength of their academic reputation 
and the quality of the training in relation to meeting the educational needs of students. 

Upon approval by the superintendent, the extended release time will be considered as paid leave time 
for the employee.  The release days will fall into a special release day category; campus release days 
will not be affected. 



Temple Independent School District 
Administrative Guidelines 

 

68 
 

REQUEST FOR STAFF DEVELOPMENT EXCEEDING FIVE SCHOOL DAYS FORM 

Use this form to request release days exceeding three (3) school days to attend workshops/conferences.   

Submit this form and supporting documentation regarding how this professional development will help district 
instruction to the superintendent prior to applying for participation in professional development activities 
requiring extended time (more than one week.) 

 
_____________________________________________  _______________________ 
Date Making the Request      Assigned Campus 

 
___________________________________________________________________________ 
Employee's Name 

 

____________________________________________________________________________ 
Name and Location of Workshop/Conference 

 

____________________________________________________________________________ 
Dates of Release 

 

_______________________________________________  _______________________ 
Principal's Signature       Date  

 
_______________________________________________  _______________________ 
Director's Signature (if applicable)     Date  

 Approved 

 Not Approved 
______ (#) days 

 

_______________________________________________  _______________________ 
Superintendent's Signature      Date Approved 

The superintendent will send a response to the teacher making the request, the campus principal, and the 
human resources office. 
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Topic: 
 

Reprimands in Personnel Files 

Reference or Contact    Senior Director of Staffing 

Reprimands are public information.  However, if a parent wants to know what you did to another 
student for their misbehavior, that is private.  The only things in a personnel file that are not public are 
college transcripts (except for where attended, courses taken and degree awarded, in other words, 
grades earned are not public), evaluations and highly intimate or embarrassing facts about a person's 
private affairs such that its publication would be highly objectionable to a person of ordinary 
sensibilities and of no legitimate public concern. 

 

In order for reprimands not to be public information, they need to be part of the person's evaluation. 
Administrators may want to add the phrase "This information may be considered during your annual 
evaluation." By using this sentence at the end of any written reprimand, it makes the reprimand part 
of the evaluation and not public information. 
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Topic: 
 

Request for Copies of Credentials  

Reference or Contact Records Specialist 

 

District employees may request copies of credentials from their personnel files one time a year 
without charge. Additional copies, during a fiscal year, will be at a price per page set by the Board. 
Upon receipt of the REQUEST FOR COPIES OF CREDENTIALS form, employee should expect to 
receive copies within five (5) working days. 

Teachers resigning from the district at the end of the current contract year may expect their 
documents to be mailed to another district no earlier than the first of July. Original Teacher Service 

Records and Texas Teaching Certificates are released only after the board has accepted the 
resignation. Official transcripts are released by request. 
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Request for Copies or Original Credentials 
 

 

Name: _______________________________________ Campus: _________________ 
  (Print name) 

 

Ã I am resigning from the Temple Independent School District and wish my documents to be mailed to  
 another district. 
 
Ã I am not resigning but am requesting copies of the following documents from my file: 

Ã TEXAS TEACHING CERTIFICATE 
Ã TEACHER SERVICE RECORDS 
Ã TRANSCRIPTS 

Employees who request copies of credentials from their personnel files should expect to receive them within 
two days to a week later when school is still in session. Only one set of copies will be made per year. If 
additional copies are needed, the teacher should anticipate this and maintain this original as a master. 

Teachers resigning from Temple ISD at the end of the current contract year, should expect their 
documents to be mailed to another district no earlier than the first of July, providing the teacher has 
resigned by the end of May. 

Original Service Records and Texas Teaching Certificates can only be released after the Board has accepted 
the resignation. 

If documents are to be mailed during the summer, whether to your home address or to another district, you 
must complete this form, providing a complete mailing address, signature and date. 

 

Name: ______________________________________________________________________ 

 

Address: ____________________________________________________________________ 

 

City:  _______________________________  State:  ____________  Zip Code:  ____________ 

 
 
______________________________________  _____________________________ 
Signature       Date 
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Topic: 
 

Retirement  

Reference or Contact Director of Wellness and Benefits 

 

Procedures to follow if considering retirement: 

¶ Contact Teacher Retirement System of Texas (TRS) for retirement packet 1-800-233-TRST (8778). 

¶ Attend TRS counseling session, if possible. 

¶ Notify Human Resources Office. 

¶ After receiving packet from TRS, take completed TRS-7 form to Payroll Office for processing. 

 

The Superintendent, HR Department and Board of Trustees will host an annual Retirement Luncheon for all 
Temple ISD employees that are retiring having met the TRS Guidelines. The Honoree and their campus 
principal are invited to the luncheon. Family members are welcome to attend. 
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Topic: 
 

 Searches Employee – The Legal Requirements for Conducting 
Searches of School District Employees and Their Property  
Reference or Contact Supervising Assistant Superintendent 

 

School district administrators are well-aware that the relationship between a school district and its employees is defined in 

many important respects by the United States Constitution and the various limitations on governmental power found within 

the Constitution and its amendments. But, what (if any) limitations does the Constitution impose on a school district’s right 

to conduct a search of a teacher’s desk or briefcase? 

Regardless of whether a search involves an employee’s property or person, the school district’s search should be limited 

in scope to what is “reasonable” under the circumstances. Every seasoned administrator knows, however, that what is 

“reasonable” to one person may not be to another. This section will attempt to shed some light on the “reasonableness” 

standard as it has been articulated and applied by the United States Supreme Court. 

Constitutional Principles Governing Searches 

Individuals have a constitutional right to be free from unreasonable searches and seizures by government entities, 

including school districts. The Fourth Amendment to the constitution proves that “[t]he right of the people to be secure in 

their persons, houses, papers, and effects, against unreasonable searches and seizures, shall not be violated, and no 

warrants shall issue, but upon probable cause, supported by oath or affirmation, and particularly describing the place to 

be searched, and the persons or things to be seized.” The Supreme Court has held that “[t]he overriding function of the 

Fourth Amendment is to protect personal privacy and dignity against unwarranted intrusions by the State.”  The right to be 

secure from unreasonable searches and seizures protects not only an individual’s home and property, but also his 

individual person and bodily integrity. Although the overwhelming majority of reported cases concerning government 

searches have risen in the context of law enforcement, the Supreme Court has recognized that the Fourth Amendment 

also provides some measure of protection to public employees who are subjected to workplace searches. 

Workplace Searches Conducted by Public Employees 

Workplace searches conducted by public employers are governed by a “reasonableness” standard. Whether a particular 

search is “reasonable” within the meaning of the Fourth Amendment first requires an analysis of the context within which 

the search takes place. For example, a search conducted in connection with a criminal investigation is governed by a 

different, more stringent, standard than a search involving an investigation of work-related employee misconduct. In the 

former situation, “probable cause” is required to justify a search, while in the latter, only “reasonable cause” in necessary. 

Moreover, a search conducted in connection with a criminal investigation generally requires a search warrant. 

¶ Was the search justified at its inception?  and, if so, 

¶ Was the search, as actually conducted, “reasonably related in scope to the circumstances which justified the 
interference in the first place?” 

A search of a public employee’s office or workspace is “justified at its inception” when the employer has reasonable 

grounds for suspecting that the search will turn up evidence that the employee is guilty of work-related misconduct, or 

when the search is necessary for a noninvestigatory work-related purpose (such as to retrieve a needed file). Likewise, a 

search of a public employee’s office or workspace is “permissible in scope” when the measures adopted are reasonably 

related to the objectives of the search and are not excessively intrusive in light of the nature of the misconduct. Thus, for 

example, if files are missing, an employer reasonably might search an employee’s desk area and filing cabinet. However, 

the employer may want to stop short of searching the employee’s personal belongings, such as a briefcase or handbag. 

Application of the Constitutional Standard to Searches of Employee Property 

Example Number One: O’Conner v. Ortega 
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The leading case in the area of employee searches is the Supreme Court’s decision in O’Conner v. Ortega, a case 

involving a former chief of professional education at a state hospital who brought an action against various state 

hospital officials alleging, among other things, that the hospital and its officials had deprived him of his Fourth 

Amendment right to be free from unreasonable searches and seizures. The former chief alleged that, while he was 

on administrative leave pending the investigation of various work-related improprieties, hospital officials searched his 

office and seized personal items from his desk and file cabinets. The man further alleged that the items seized from 

his office later were used in administrative proceedings resulting in his discharge. 

Although the Supreme Court ultimately did not render a decision on the merits for either party, the Court’s decision, 

nevertheless, provides a useful discussion of the “reasonableness” standard and how it might be applied to the 

hospital search. The former chief had argued that the search was invalid because the hospital did not have a policy 

permitting or requiring the hospital to inventory the property of employees on administrative leave. 

The first issue was whether the employee had a “reasonable expectation of privacy” that would invoke the protection 

of the Fourth Amendment. The O’Conner court noted that “expectations of privacy . . . may be reduced by virtue of 

actual office practices and procedures, or by legitimate regulation . . . The employee’s expectation of privacy must be 

assessed in the context of the employment relation.”  Federal courts repeatedly have found that an employee’s 

expectation of privacy was not reasonable where the public employer had specific regulations and practices 

authorizing the search in question. 

In O’Conner there was no “reasonable regulation or policy” that would alert public employees on administrative leave 

that their office desks and file cabinets might be searched. Further, the former chief did not share his desk or file 

cabinets with other employees, and the materials he kept in his office primarily were personal. The files he 

maintained on the physicians he trained were kept outside his office. Thus, the Supreme Court concluded that the 

man did have an expectation of privacy in his desk and file cabinets that was subject to Fourth Amendment 

protection. 

Nonetheless, the Supreme Court determined that the absence of a policy authorizing the search did not necessarily 

make the search unlawful. Instead, the Court reached a second inquiry: Even if the search was protected by the 

Fourth Amendment, was the search reasonable under all the circumstances, i.e., was the search justified at its 

inception and permissible in scope?  According to the Court, “[a] search to secure state property is valid as long as 

the [state employer] had a reasonable belief that there was government property in [the employee’s] office which 

needed to be secured, and the scope of the intrusion was itself reasonable in light of this justification,” Thus, while a 

district can argue that employees have a decreased expectation of privacy (and thus limited Fourth Amendment 

protection), if the district adopts a specific policy authorizing a workplace search, the lack of such policy does not 

automatically render the search unlawful, as long as the search meets the constitutional “reasonableness” standard. 

Example Number Two: New Jersey v. T.L.O. 

School administrators already may be familiar with the Supreme Court’s decision in New Jersey v. T.L.O., in the 

context of student searches. Although that case involved a search of a student’s property, the decision provides 

guidance concerning searches of employee property, as well. In T.L.O., a fourteen-year old freshman was 

discovered smoking cigarettes in violation of a school rule. The teacher who caught the student smoking escorted 

her to the principal’s office. When questioned by the assistant principal, the student denied that she had been 

smoking and claimed that she did not smoke at all. The assistant principal then demanded to see her purse. Upon 

opening the purse, the principal discovered a pack of cigarettes and also noticed a package of cigarette rolling 

papers commonly associated with the use of marijuana.  

The principal then proceeded to search the student’s purse more thoroughly and found some marijuana, a pipe, 

plastic bags, a substantial amount of money, and several other items that implicated the student in marijuana 

dealing. The State subsequently brought delinquency charges against the student. The student moved to suppress 

the evidence found in her purse on the grounds that the evidence was obtained by an unlawful search. 
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The student argued, among other things, that even if the principal had reasonable grounds to open her purse initially, 

the principal’s search exceeded its permissible scope when he seized certain personal items. The Supreme Court 

reasoned that the principal’s discovery of the rolling papers “concededly gave rise to a reasonable suspicion that 

T.L.O. was carrying marijuana as well as cigarettes in her purse. This suspicion justified further exploration of [the 

student’s] purse, which turned up more evidence of drug-related activities . . .”  Under these circumstances, the Court 

explained, it was not unreasonable to extend the search to a separate zippered compartment of the purse; and when 

a search of that compartment revealed an index card containing a list of >people who owe me money’ as well as two 

letters, the inference that T.L.O. was involved in marijuana trafficking was substantial enough to justify [the principal] 

in examining the letters to determine whether they contained any further evidence. 

Several guiding principles concerning the manner in which school administrators conduct searches of employee 

property emerge from the above examples. First, a search is lawful when the administrator has a reasonable 

justification for commencing the search, i.e., when the administrator expects to recover a work-related product 

(missing files, grade books, or lesson plans) or when the administrator reasonably expects to find evidence of 

employee misconduct. Second, the administrator’s search lawfully may extend beyond his or her initial purpose if the 

scope of the extended search continues to relate to the initial justification for the search and evidence arises during 

the initial search that justifies a more intensive search. Finally, the search measures adopted must not be excessively 

intrusive in light of the nature of the misconduct. 

Conclusion 

Schools administrators must recognize that employee searches of any kind are bound to create feelings of anxiety and, 

perhaps, fear among employees. For that reason, administrators must be extremely cautious to conduct searches in a 

manner that would withstand judicial scrutiny should a search later be challenged by an employee. When applying the 

reasonableness standard to a particular search, common sense often will be the guiding principle. 

*Modified from The Legal Digest, 

October, 1996 
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Topic:  
 

Sexual Harassment 

Reference or Contact Asst. Supt. of Human Resources 

¶ Sexual harassment issues involving staff should be handled in a professional and expedient 
manner. 
 

¶ Don’t ! 
 
 

¶ Board policy should be followed in DIA (Local). 
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Topic:  
 

Special Request for Use of Discretionary Leave 

 

Reference or Contact Asst. Supt. of Human Resources 

 

¶ A Special Leave Request Form is available through the Department or Campus secretary. 
 

¶ This request must be made for leave contrary to policy including but not limited to: more than 
three (3) discretionary days in succession, more than five (5) discretionary days per semester 
or 10 per year and Blackout Days (not related to STAAR, TAKS or EOC). 

 

¶ The Special Leave Request Form must be completed by the employee and submitted to the 
principal or director for approval. 

  

¶ Forms are then forwarded to the Assistant Superintendent of HR for final approval or denial. 
 

¶ Leave approval or denial will be entered into AESOP by HR and notice sent to employee. 
 

¶ If leave is denied and the employee is absent without official approval, the employee will not be 
paid for days absent beyond those permitted in policy and will receive a written reprimand to 
their personnel file. Under certain circumstances in policy, the employee may be terminated. 



Temple Independent School District 
Administrative Guidelines 

 

78 
 

  



Temple Independent School District 
Administrative Guidelines 

 

79 
 

 

Topic: 
 

Substitute Teachers 

Reference or Contact Administrative Assistant/AESOP, Senior Director of 
Staffing 

Removal of a Substitute Teacher 

A principal not satisfied with the performance of a substitute teacher may remove the substitute from the 

campus list.  Human Resources is responsible for removing a substitute from the district substitute call list. 

Should the action or job performance of a substitute during the school day cause concern for the safety of 

students or severely inhibit their education, the principal may dismiss the substitute prior to the end of the job 

assignment or school day. (The principal is requested to notify human resources on the same day a substitute 

is dismissed.)  The substitute will be paid half the daily rate for service greater than one hour and full-day pay if 

worked more than four and one-half hours.  The principal can exclude the substitute from working on the 

campus on the AESOP system. 

The principal sends human resources written documentation of the inappropriate behavior or poor performance 

including the recommendation to remove the substitute from the campus list.  [Note: All written documentation 

is subject to release to the Texas Unemployment Commission to refute any unemployment compensation 

claim.]  Upon receipt of the documentation, the substitute is made unavailable for jobs at that campus and 

depending on the documentation, all campuses. 

Human Resources will notify the substitute of the suspension.  The substitute is provided an opportunity to 
meet with a human resources staff member to discuss any incident or report of poor job performance before 
determining future work eligibility.  A substitute may be restricted to working only at designated campuses. 

Process for Teachers Reporting Absences for Staff Development or Professional Business 

A teacher is expected to call AESOP immediately or go online using their provided ID and pin number at 
www.aseoponline.com after receiving permission to be absent from duty for staff development or for any 
reason coded “professional business”.  A call can be made as early as 30 days on the phone and 365 day in 
advance on the website.  AESOP is accessible 24 hours a day, 7 days a week. 

For a discretionary leave day, jury duty, athletic trip or field trip, the teacher must also call or go online on 
AESOP as soon as he/she is aware of the absence date. 

Should a teacher wait until the morning of the approved absence to call or go online to report an absence to 
AESOP and a substitute is unavailable, the principal may cancel the absence and the teacher is expected to 
return to the campus. 

A teacher that reports an absence to AESOP less than 24 hours before a staff development or professional 
business absence will receive a letter from human resources.  The letter is sent to the principal to forward to 
the teacher concerning the late call.  If the principal is aware of extenuating circumstances, the principal can 
discard the letter.  The principal may use this letter for cumulative data purposes under the Texas Teacher 
Evaluation and Support System (T-TESS). 

 

 

Process for Teachers Reporting Absences for Illness 
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A teacher who is ill (or a family member) should call AESOP or go online as soon as she decides an absence 
will occur.  AESOP starts calling substitutes daily at 5:30 a.m.  However, the teacher can call AESOP before 
5:30 a.m. to ensure it will start calling for a substitute at 5:30 a.m. or go online as soon as the teacher is aware 
of the absence.  Teachers must report to AESOP by 6:00 a.m. or at least an hour before teacher arrival time to 
allow time for AESOP to secure a substitute.  The substitute has one hour from the time they accept the call to 
arrive at the campus. 

A teacher who fails to report an absence to AESOP one hour before the expected arrival time must contact the 
campus secretary or principal.  This will allow time for the campus office to make arrangements to cover 
classes.  If the teacher calls AESOP less than an hour before the required teacher arrival time, human 
resources will send a letter to the principal to forward to the teacher concerning the late call.  If the principal is 
aware of extenuating circumstances, the principal can discard the letter.  The principal may use this letter for 
cumulative date purposes under the T-TESS Appraisal System 

Campus staff assigned to contact and monitor substitute teachers are to use the following procedures to 

correct situations presented: 

¶ When two substitute teachers arrive for the same assignment, the job is to be given to the individual 
with the job number.  The second person is to be dismissed without pay. 

¶ When a substitute teacher arrives on campus for a job assignment that has been cancelled, an 
explanation regarding the situation should be provided.  The substitute is to be dismissed without pay. 

¶ When a substitute teacher arrives to take an assignment that has been scheduled incorrectly (i.e., the 
wrong date and/or time were entered into SEMS), an explanation should be provided and the 
substitute should be dismissed without pay.  If available, the substitute teacher should be offered the 
assignment for the correct date and/or time. 

¶ Substitute Teachers are to verify their assignment when they check in at the campus. Campus 
secretaries will have a list of jobs reported for the day with half day assignments and full day 
assignments. 
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Topic: 
 

Substitute Teachers; Student Teachers Serving as  

Administrative Assistant/AESOP, Senior Director of Staffing 

In the absence of the supervising teacher(s) only, a student teacher may serve as the substitute 
teacher with pay for not more than three days if: 

¶ The student teacher agrees to serve as a substitute teacher.  

¶ The student teacher has prior approval of their supervising teacher and university supervisor 
signifying they agree that the student teacher is capable of handling successfully the teaching 
responsibilities.  Final approval is dependent upon the building principal’s agreement with 
their recommendation. Student teachers are allowed to substitute for pay only during the last 
five weeks of their assignment. 

¶ The student teacher attends the mandatory substitute teacher orientation and meets all 
requirements of a regular substitute teacher including abiding by all district guidelines. 
Student teacher must attend the orientation prior to the day of substituting in order to be paid. 
(Student teacher will be compensated at the rate of pay for a non-degreed sub) 

¶  A certified teacher is present in the immediate vicinity of the classroom where the student 
teacher is substitute teaching and must agree to assist the student teacher if needed. 

It is the responsibility of the student teacher to notify the university supervisor prior to serving as a 
substitute teacher for pay. 

A student teacher may substitute without pay so that his/her supervising teacher(s) may take a 
personal leave day and/or when the supervising teacher(s) attends a staff development meeting 
related to mentoring student teachers at the respective university. 
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Topic: 
 

Substitutes; Long Term for Teachers 

Reference or Contact Asst. Supt. of Human Resources 

A long-term substitute for a teacher who will be out on leave three (3) weeks or longer may be paid to 
transition with the teacher for no more than two (2) days before the teacher assignment begins.  
These days may be two (2) consecutive or nonconsecutive days.  The principal should put his/her 
request in writing to the assistant superintendent no later than one week before the assignment 
begins. 
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Topic: 

 

Summer Hours Policy 

Reference or Contact Asst. Supt. of Human Resources 

 

¶ Campus Buildings and Departments will be open regular hours Monday thru Thursday.  
 

¶ Both Exempt (Salaried) and Non-Exempt (Hourly) office employees will work Monday thru 
Thursday. 
 

¶ Standard hours are 7:00am-5:30pm Monday- Thursday. Also lunch may be an hour or 30 
minutes but must be taken daily. 

 

¶ Offices with normal hours that vary from the standard schedule may follow their normal 
schedule but must maintain 8 hour days Monday – Thursday.  

 

¶ Any exceptions to the normal work week must be approved in advance by the Assistant 
Superintendent over the department or campus. 
 

¶ The week with July 4th is not included in these summer hours. 
 

¶ Exception rule applies only for full work weeks in June and July after school ends. 
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Topic: 
 

Teacher of the Year, True Blue, Administrator and Rookie Awards  

 

Reference or Contact Director of Employee Relations 

TEACHER OF THE YEAR ELEMENTARY AND SECONDARY 

Each year the Temple ISD will name two teachers of the year. One candidate will represent the 
elementary level (grades PK-5) and the other candidate will represent the secondary level (grades 6-
12). Candidates must be full-time, certified instructional personnel. Each campus will select one 
candidate as the campus teacher of the year. 

 

The District Elementary and Secondary Teachers of the Year will be announced at the Excellence in 
Education Conference in August of each year. Winners will receive an award and all candidates will 
have a Certificate of Teaching Excellence placed in their personnel file. 

 

A teacher may only be selected as Temple ISD Teacher of the Year once. 

 

Campuses will also select one Rookie Teacher of the Year (if one is employed). The District Rookie 
Teacher of the Year will be announced at the Excellence in Education Conference in August of each 
year. Winners will receive an award and all candidates will have a Certificate of Teaching Excellence 
placed in their personnel file. 

 

Nominations for True Blue Award may come from any individual on a campus or department. Temple 
employees may nominate an Auxiliary True Blue candidate and/or a Professional True Blue 
Candidate. An auxiliary candidate is any employee in PG-1 through PG-8. A professional candidate is 
any employee in PG 9 through PG-15 

 

Administrator of the Year is a District-wide process and may be selected from any administrator in 
PG-11 through PG-16 which includes directors, assistant principals, principals, chiefs and executive 
directors. A nomination form will be sent by District-wide e-mail to all employees for the nomination 
process. The SLT will review the nominees and select the annual winner. 

 

The forms for these awards will be available after May 1 each year through the departmental offices 
and the campuses as well as AllStaff e-mail.
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Topic: 
 

Teacher and Auxiliary Staff Work Schedules 

Reference or Contact Asst. Supt. of Human Resources 

Work Schedules 

2020-2021 Daily Work Schedule 

Campus or Office Support Staff 
Non-Exempt* 

Professional Staff 
Exempt* 

Office Hours Beginning/Dismissal 
Times 

Pre-K Program  
Assigned by 

Principal 
7:15 am – 3:45 pm* 7:00 am – 3:45 pm 7:40 am – 3:20 pm 

Elementary Schools 
Assigned by 

Principal 
7:40 am – 4:10 pm* 7:30 am – 4:15 pm 7:55 am - 3:35 pm 

Middle Schools  
Assigned by 

Principal 
8:10 am – 4:40 pm* 8:00 am – 4:30 pm 8:25 am - 4:05 pm 

High Schools  
Assigned by 

Principal 
7:15 am – 3:45 pm* 7:00 am – 3:30 pm 7:30 am - 3:10 pm 

CAO/FHAO  8:00 am - 5:00 pm 8:00 am – 5:00 pm* 

8:00 am – 5:00 pm 
(Mon-Thurs) 

8:00 am – 4:30 pm 
(Fri) 

 

*Principals may adjust start and end time with employees based on campus needs. 
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Topic:  
 

Transfers: Clerical/Technical 

Reference or Contact Senior Director of Staffing 

¶ Apply at www.tisd.org under Human Resources-Employment-Applying for a Position-Inter 
(top right of screen, means internal applicant) 
 

¶ Open the site and make an internal application that is a short version of the application 
made by outside candidates 

  

¶ The employee may also want to put an e-mail address at this tab to get alerts 
 

¶ When a job posts for which the employee is interested in applying, he/she should complete 
a cover letter, resume, and attach them to his/her application 

 

¶ The current campus principal should be notified of the applications but his/her approval is 
not mandatory 

 

¶ Transfers made through this process after the second Friday in May, must have approval 
from both campus principals before the candidate can apply for an opening on another 
campus or department 

 

¶ If positions open after the above date, the applicant must receive permission to interview 
for the campus or department opening from their current principal or supervisor 

 

¶ It is within professional protocol to contact the campus principal or department supervisor of 
your interest in an open position with an e-mail and/or call 

 

¶ Lateral transfers are not permitted after June 15th  for any position without written 
permission from sending supervisor and Assistant Superintendent of HR 

 

 

 

http://www.tisd.org/
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Topic: 
 

Transfers: Teachers  

Reference or Contact Asst. Supt. of Human Resources 

 

¶ Apply at www.tisd.org under Human Resources-Employment-Applying for a Position-Inter 
(top right of screen, means internal applicant) 
 

¶ Open the site and make an internal application that is a short version of the application 
made by outside candidates 

  

¶ The employee may also want to put an e-mail address at this tab to get alerts 
 

¶ When a job posts for which the employee is interested in applying, he/she should complete 
a cover letter, resume, and attach them to his/her application 

 

¶ The current campus principal should be notified of the applications but his/her approval is 
not mandatory 

 

¶ Transfers made through this process after the second Friday in May, must have approval 
from both campus principals before the candidate can apply for an opening on another 
campus or department 

 

¶ If positions open after the above date, the applicant must receive permission to interview 
for the campus or department opening from their current principal or supervisor 

 

¶ It is within professional protocol to contact the campus principal or department supervisor of 
your interest in an open position with an e-mail and/or call 

 

¶ Lateral transfers are not permitted after June 15th  for any position without written 
permission from sending supervisor and Assistant Superintendent of HR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.tisd.org/
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Topic: 
 

Transfers: Teacher Placement to Level Class Loads 

Reference or Contact Asst. Supt. of Human Resources 

 

On the occasion that a teacher is moved from one campus to another in order to balance class loads, 
the following procedure will be followed: 
 

¶ The Assistant Superintendent of Human Resources will meet with the principal of the sending 
campus to evaluate which newly hired teacher on that campus would best serve both the 
sending and receiving campus. 

 

¶ If there are no teachers new to the campus, the process will move to other probationary 
teachers on the campus. 

 

¶ The final decision of the teacher selected to move will be the sole responsibility of the 
Assistant Superintendent of Human Resources. 
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Topic: 

 

Transfers: Teacher Placement due to Program Move 

Reference or Contact Asst. Supt. of Human Resources 

 

On the occasion that a specialized program such as Special Education, Bilingual Education or others 
is moved from one campus to another the following procedure will be followed: 
 

¶ The HR Department will schedule a meeting with the teachers assigned to the current 
program(s) affected to discuss the details of transition. Included in the meeting will be the 
administration of both sending and receiving campuses and central administration aligned with 
the program(s) and teaching staff. 

 

¶ Teachers serving the program(s) will be transferred to the new campus according to the 
subject and level they currently serve on their sending campus. The teacher(s) will follow the 
program(s) in a manner consistent with their current assignment within the program(s).  

 

¶ If the program(s) is moved between years, any teacher appraisals, coaching plans or growth 
plans will follow the teacher. Employment action recommendations will be communicated 
before the transition. 
 

¶ If a teacher does not wish to transfer to the new location as assigned, he/she will need to 
resign. The individual may reapply to the District as a new hire, but there will be a break in 
service as a result. 
 

¶ Meetings to announce program moves will be conducted 45 calendar days or more before the 
last day of contract. 
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Topic: 

 

T-TESS Appraisal Waiver 

 
Reference or Contact Asst. Superintendent of Human Resources 

 

A teacher may receive an appraisal waiver of the formal observation for up to two years if the campus 
appraiser and teacher both agree in writing and the teacher meets the following criteria: 

1. Be employed on an educator term contract; 
2. Assigned to the current building for at least one year;  
3. Be assigned to a position in which a principal or assistant principal is the teacher’s supervisor;  
4. Serve on a campus that has not been rated “Improvement Required” on the basis of State 

standards; 
5. Have earned a rating of “proficient” in all domains for at least three (3) years.  

 
In a year in which a teacher does not receive a full appraisal due to meeting the requirements 
identified in this subsection, a teacher shall participate in:  

1. The Goal-Setting and Professional Development Plan process 

2. The performance of teacher’s students 

3. An end-of-year conference that addresses:  

a. the current year’s progress on the Goal-Setting and Professional Development Plan;  

b. the performance of teacher’s students (student growth); and  

c. the following year's Goal-Setting and Professional Development Plan. 

*The T-TESS waiver does not exempt the teacher from informal observations. If a teacher is noted by 
their supervisor as performing below expectations during informal observations, the T-TESS Waiver 
may be revoked and the teacher would then be placed on an annual T-TESS appraisal cycle.  
 
Campus administrators will conduct, at a minimum, six (6) walkthrough observations during the 
school year for those teachers on a T-TESS Waiver.  
 
Teachers who are NOT eligible for a T-TESS waiver include: 
 

1. Probationary teachers 
2. Teachers who have changed teaching assignments that are not closely related to the content 

previously taught 
3. Teachers who have been rated less than proficient on any T-TESS Domain 
4. Teachers who moved to another campus in the district  
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T-TESS Appraisal Waiver Form 

 

 
 
I agree to waive my formal T-TESS appraisal for the ___________ school year. I understand that the 
campus administrators will conduct a minimum of six (6) walkthrough observations and if concerns 
are noted, I will be placed on an annual T-TESS appraisal cycle. I am responsible for completing the 
Goal Setting and Professional Development Plan and will participate in an end-of-year conference. 
 
I have received and understand the appraisal procedures for the _______________ school year.  
 
 
 
____________________________________   ________________________ 
Teacher Signature       Date 
 
 
____________________________________   ________________________ 
Administrator (Appraiser) Signature    Date 
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Topic: 
 

T-TESS and Auxiliary for Permanent Files 

Reference or Contact Asst. Supt. Of Human Resources 

 
 

¶ Complete all Evaluation Forms for your Professional Staff. 
 

¶ Complete all Auxiliary Staff evaluations. 
 

¶ Save in Eduphoria®. 
 
 
   

T-TESS and other Dual Appraisals 
Position 60% 40% 100% with VI Verbal Input 

Cafeteria     Director of Food Service Campus Principals 

CIS     Director of CIS Campus Principals 

Counselor Dir. of Counseling Campus Principal   

Custodial     Custodial Supervisor  Campus Principal 

Directors of Student Programs    

Director of CTE THS Principal [50] Asst. Supt C&I [50]   

Director of Fine Arts   Asst. Supt Student Services THS Principal 

Director of Athletics   Asst. Supt Student Services THS Principal 

Elementary Diagnostician      Director of SPED Campus Principal 

GT Facilitator     Exec. Dir. of Elem. Ed. Campus Principal 

Instructional Coach     Exec Dir. of Sec. or Elem. Campus Principal 

Language Therapist      Dir. of Student Intervention Campus Principal 

Librarian Campus Principal Library Coordinator   

*MS Coaches Campus Principal Athletic Director     

*MS Fine Arts     Campus Principal Director of Fine Arts 

Nurse     Director of Health Services  Campus Principal 

*Reading Intervention Coach   Campus Principal Exec Dir. of Elem. Ed. 

Secondary Diagnostician Campus Principal Director of SPED     

SRO     Asst. Supt Student Services Campus Principal 

THS SPED Coordinator THS Principal Director of SPED   

*THS Coaching Staff THS Principal Athletic Director     

THS Off. & Def. Coordinators   Athletic Director THS Principal 

*THS Fine Arts Teachers     Director of Fine Arts THS Principal 

*THS CTE Teachers   Director of CTE THS Principal 

* T-TESS  
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Topic: 
 

T-TESS: Request for Second Appraisal 

Reference or Contact Asst. Supt. of Human Resources 

 
After a teacher requests a Second Appraisal: 
 

¶ Report request to Principal immediately. 
 

¶ Principal appoints second appraiser from campus AP’s or self, unless he/she feels there is a 
need for outside appraiser at which time he/she would contact HR. 
 

¶ Principal opens 10 day window for second appraisal and notifies teacher. 
 

¶ Second appraisal is returned to principal with all necessary explanations. 
 

¶ Permanent file will show the appraisal rating by first and second appraiser.  Second appraiser 
along with the first appraiser will meet with the teacher.  
 

¶ Second Appraisal is recorded in Eduphoria® by first appraiser. 
 

Original appraiser leads end of year discussion with teacher with second appraiser present (optional).  
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Topic: 
 

Workers Compensation; Procedures for reporting 

Reference or Contact Director of Wellness and Benefits 

¶ Incidents involving Worker’s Compensation cases must be reported as instructed in the 
TISD Employee Handbook to the Director of Wellness and Benefits 
 

¶ Reports should be immediately forwarded to the Director of Wellness and Benefits.  


