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Employee Handbook Receipt

Name

Campus/Department

| hereby acknowledge receipt of a copy of the Crandall Independent School District Employee
Handbook. | agree to read the handbook and abide by the standards, policies, and procedures
defined or referenced in this document.

Employees have the option of receiving the handbook in electronic format or hard copy.

The 2022-2023 Employee Handbook can be accessed on the
Crandall ISD website at
www.crandall-isd.net under the link for staff.

Please indicate your choice by checking the appropriate box below:

O I choose to receive the employee handbook in electronic format and accept
responsibility for accessing it according to the instructions provided.

O | choose to receive a hard copy of the employee handbook and understand | am
required to contact the Human Resources Department to obtain a hard copy.

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

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

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

Signature Date

Please sign and date this receipt and forward it to
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Revised August 16, 2022


http://www.crandall-isd.net/

Introduction

The purpose of this handbook is to provide information that will help with questions and pave
the way for a successful year. Not all district policies and procedures are included. Those that
are, have been summarized. Suggestions for additions and improvements to this handbook are
welcome and may be sent to Dr. Holly Keown, Chief of Staff.

This handbook is neither a contract nor a substitute for the official district policy manual. Nor is
it intended to alter the at-will status of noncontract employees in any way. Rather, it is a guide
to and a brief explanation of district policies and procedures related to employment. These
policies and procedures can change at any time; these changes shall supersede any handbook
provisions that are not compatible with the change. For more information, employees may
refer to the policy codes that are associated with handbook topics, confer with their supervisor,
or call the appropriate district office. District policies can be accessed online at www.crandall-
isd.net.

Description of the District

Crandall Independent School District is a 5-A school district fully accredited by the Texas
Education Agency. CISD serves students in Pre-Kindergarten through 12th grade and is
located in Crandall, Texas in the southwest portion of Kaufman County. CISD is considered
a fast growth, above average district committed to student growth and achievement.

CISD recently celebrated “100 years of excellence.” According to the deed of the records
which was filed on February 18, 1901, “Twenty resident citizens of the village of Crandall
requested an election for the purpose ofincorporating for free school purpose as provided by
law.” The election was held on March 9, 1901. The citizens also voted at the same time to
“levy a tax of 0.25 cents on $100 to raise money so the district might float bonds to build a
good school building.” The building was completed in 1903 at a cost of $9,000. The school had
four departments and five teachers with an enrollment of about “225 scholars.”
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Mission Statement, Goals, and Objectives
Policy AE

Vision Statement
To empower each student to positively impact the world.
Mission Statement

Crandall Independent School District will provide each student an exceptional education, in an
inspiring environment, with caring people.

Board of Trustees
Policies BA, BB series, BD series, and BE series

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

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

Current board members include:
e Rick Harrell - President
e Dr. Sharon Long — Vice-President
e Jennifer Hiser - Secretary
e Amy Barber - Trustee
e Mike Wood - Trustee

e Stacie Warren - Trustee

Ryan Eskridge — Trustee

The board usually meets the second Monday of each month at 7:00 pm at the Raynes
Administration Building. In the event that large attendance is anticipated, the board may meet
at the Crandall-Combine Community Center. Special meetings may be called when necessary.
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A written notice of regular and special meetings will be posted on the district website and the
Raynes Administration Building at least 72 hours before the scheduled meeting time. The
written notice will show the date, time, place, and subjects of each meeting. In emergencies, a
meeting may be held with a one-hour notice.

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

Board Meeting Schedule

July 18, 2022
August 8, 2022
September 12, 2022
October 17, 2022
November 14, 2022
December 12, 2022
January 23, 2023
February 13, 2023
March 6, 2023

April 3, 2023

May 8, 2023

June 12, 2023

Administration

Dr. Wendy Eldredge, Superintendent of Schools

Dr. Holly Keown, Chief of Staff

Dr. Carri Eddy, Chief Academic Officer

Chris Moore, Chief Communications and Operations Officer

Mike White, Chief Financial Officer

Dr. Anjanette Murry, Assistant Superintendent of Data and Information Systems

Christy Starrett, Assistant Superintendent of Policy and Strategic Initiatives
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Hollis T Dietz Elementary
972.427.6050

2080 Sunnybrook Drive

Heartland, TX 75126

Principal — DeAnn Baker

W.A. Martin Elementary
972.427.6020

11601 W. Highway 175
Crandall, TX 75114

Principal — Matthew Besherse

Noble-Reed Elementary
972.427.6060

2020 Wildcat Trail

Crandall, TX 75114

Principal — Paige Cherry

Barbara Walker Elementary
972.427.6030

4060 Abbey Road

Heartland, TX 75126

Principal — Michael Starling

Nola K Wilson Elementary
972.427.6040

300 S. Meadowcreek

Crandall, TX 75114

Principal — Holly Kirby

Crandall Middle School
972.427.6080

2600 Fletcher Rd.

Heartland, TX 75126

Principal — Amy McAfee

Crandall Freshman Center
972.427.6000

500 W. Lewis Street

Crandall, TX 75114

Principal - Kristy Sanders

Crandall High School
972.427.6150

13385 FM 3039

Crandall, TX 75114

Principal - William Eihusen

Crandall Compass Academy
972.427.6100

400 W. Lewis Street

Crandall, TX 75114

Principal — Dr. Crystal Bush
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School Calendar

Crandall ISD Instructional Calendar

2022-23 School Year

July 2022 August 2022 September 2022
Su M | Tu | W | Th F Sa Su M | Tu | W | Th F Sa Su M | Tu | W | Th F Sa
1 2 1 2 3 4 5 6 1 2 3
3 4 5 6 7 8 9 7 8 e 10 | 11 | 12 | 13 4 5 6 7 8 9 10

10 | 11 )12 [ 13 | 14 | 15 | 16

14 | 15 e 17 | 18 | 19 | 20

11 112 | 13 | 14 | 15 | 16 § 17

17 | 18 | 19 [ 20 | 21 | 22 | 23

21 | 22 | 23 ] 24 | 25 | 26 | 27

18 § 19 | 20 | 21 | 22 | 23 | 24

24 | 25 | 26 | 27 [ 28 | 29 | 30

28 [ 29 | 30 | 31

25 | 26 | 27 | 28 [ 28 | 30

31

July 1, 4,8,15,22,& 29 | District Offices Closed

August 2-4 | New to CISD Teachers Report

August 812 |All CISD Staff report for Professional Learning
August 15| Teacher Work Day

August 16th |1% Day of School

September 5 | Student-Staff Holiday

September 16 | End of 1% Six Weeks & Early Release
Septernber 19| Beginning of 2™ Six Weeks
September 30 | Student-Staff Holiday

October 2022 November 2022 December 2022
Su M Tu | W | Th F Sa Su M Tu | W | Th F Sa Su M Tu | W | Th F Sa
1 1 2 3 4 5 1 2 3

2 2 4 5 6 Z 8

6 7 8 9 10 | 11 | 12

4 5 6 7 8 9 10

9 10 ) 11 | 12 | 13 ] 14 | 15

13 | 14 | 15 | 16 | 17 | 18 | 19

11 | 12 | 13 | 14 | 15 | 16 § 17

16 | 17 | 18 | 19 | 20 | 21 | 22

20 | 21 | 22 | 23 | 24 | 25 | 26

18 | 19 | 20 | 21 | 22 | 23 | 24

23 | 24 | 25 | 26 [ 27 | 28 §§ 29

27 | 28 | 29 | 30

25 | 26 [ 27 | 28 [ 29 | 30 [ 31

30 § 31

October 3 | StudentHoliday / Staff Parent Conf. Exchange
October 4 | StudentHoliday / Staff Professional Learning
Qetober 28 | End of 2™ Six Weeks & Early Release
Qctober 31 | Beginning of 3™ Six Weeks

MNovermber 11 | Student Holiday /Staff Professional Learning
Movember 21-22 | Student Holiday/Employes Exchange
Mavember 23-25 | Student-Staff Holiday

December 16| End of 3™ Six Weeks/Semester/Early Release
Decernber 13301 Student/Staff Holiday

January 2023

February 2023

March 2023

Su | M| Tu| W | Th F Sa

Su M | Tu| W | Th F Sa

Su | M | Tu| W [ Th F Sa

il 2 3 4 5 6 7

1 2 2 4

il 2 3 4

8 9 10 | 11 | 12 | 13 | 14

5 6 7 8 9 10 | 11

5 6 7 8 9 10 | 11

15 |16 | 17 | 18 | 19 | 20 | 21

12 [ 13 [ 14 | 15 | 16 17 § 18

12 | 13 | 14 | 15 [ 16 | 17 | 18

22 | 23 | 24 | 25 | 26 | 27 | 28

19 [ 20 | 21 § 22 | 23 | 24 | 25

19 | 20 | 21 | 22 [ 23 | 24 | 25

29 | 30 | 31

26 | 27 | 28

26 | 27 | 28 | 29 [ 30 | 31

January 2 | Student-Staff Holiday

January 3 | Student Holiday - Staff Professional Learning
January 4 | Beginning of 4'"Six Weeks

January 16 | StudentStaff Holiday

February 17 | End of 4" Six Weeks & Early Release
February 20 | Student-Staff Holiday

February 21 | StudentHoliday - Staff Professional Learning
February 22 | Beginning of 5" Six Weeks

Mareh 13-17 | Student-Staff Holiday

April 2023 May 2023 June 2023
Su M Tu | W [ Th F Sa Su M Tu | W | Th F Sa Su M Tu | W | Th F Sa
1 1 2 3 4 5 6 1 2 3

2 3 4 5 6 7 8

o/ 8 9 10 | 11 | 12 | 13

4 5 6 £ 8 2 10

9 10 f 11 | 12 | 13 | 14 | 15

14 | 15 | 16 | 17 | 18 | 19 | 20

11 (12 | 13 ] 14 | 15 [ 16 | 17

16 [ 17 | 18 | 19 | 20 | 21 | 22

21 | 22 | *23 | 24 | 25 § 26 | 27

18 | 19 | 20 | 21 | 22 | 23 | 24

23 | 24 | 25 | 26 | 27 | 28 | 29

28 | 29 | 30 | 31

25 | 26 | 27 | 28 | 29 | 30

30

April 6 | End of 5" Six Weeks /Early Release

April 7 | StudentHoliday/Employee Exchange

April 10 | Student Holiday / Staff Parent Conf. Exchange
April 11 | Beginning of 6" Six Weeks

hay 231 Crandall High School Graduation

ey 25| End of 67 Six Weeks/2™ sermester Early Release
hay 261 Teacher Work Day

Mgy 28 | District Offices Cloged

June 2, 9,16, 23,30 | District Offices Closed
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Helpful Contacts

Crandall Independent School District (CISD)
www.crandall-isd.net

Board Policy Manual
CISD Board Policy Online
https://policyonline.tasb.org/Home/Index/755

State Board for Educator Certification
SBEC Online

https://tea.texas.gov/About TEA/Leadership/State Board for Educator Certification/

Employee Assistance Program
CISD Employee Assistance Program

Texas Examinations of Educator Standards
ETS Testing Website
http://texas.ets.org/Texes

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

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

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

Equal Employment Opportunity
Policies DAA, DIA

In its efforts to promote nondiscrimination and as required by law, Crandall ISD does not
discriminate against any employee or applicant for employment because of race, color, religion,
sex (including pregnancy, sexual orientation, or gender identity), national origin, age, disability,
military status, genetic information, or on any other basis prohibited by law. Additionally, the
district does not discriminate against an employee or applicant who acts to oppose such
discrimination or participates in the investigation of a complaint related to a discriminatory
employment practice. Employment decisions will be made on the basis of each applicant’s job
gualifications, experience, and abilities.

In accordance with Title IX, the district does not discriminate on the basis of sex and is required
not to discriminate on the basis of sex in its educational programs or activities. The requirement
not to discriminate extends to employment. Inquiries about the application of Title IX may be
referred to the district’s Title IX coordinator, to the Assistant Secretary for Civil Rights of the
Department of Education, or both.

The district designates and authorizes the following employee as the Title IX coordinator for
employees to address concerns or inquiries regarding discrimination based on sex, including
sexual harassment: Christy Starrett, Assistant Superintendent of Policy and Strategic Initiatives,
400 W. Lewis Street, Crandall, TX 75114, cstarrett@crandall-isd.net and 972.427.6000. Reports
can be made at any time and by any person, including during non-business hours, by mail,
email, or phone. During district business hours, reports may also be made in person.

The district designates and authorizes the following employee as the ADA/Section 504
coordinator for employees for concerns regarding discrimination on the basis of a disability: Dr.
Holly Keown, Chief of Staff, 400 W. Lewis Street, Crandall, TX 75114, hkeown@crandall-isd.net
and 972.427.6000.

Questions or concerns relating to discrimination for any other reason should be directed to the
Superintendent.

Job Vacancy Announcements
Policy DC

Announcements of job vacancies by position and location are posted on a regular basis to the
district’s website.

Crandall Independent School District Employee Handbook 12
Revised August 16, 2022


mailto:cstarrett@crandall-isd.net
mailto:hkeown@crandall-isd.net

Employment after Retirement
Policy DC

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

Contract and Noncontract Employment
Policy DC series

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

Probationary Contracts. Nurses and full-time professional employees new to the district and
employed in positions requiring SBEC certification must receive a probationary contract during
their first year of employment. Former employees who are hired after a two-year lapse in
district employment or employees who move to a position requiring a new class of certification
may also be employed by probationary contract. Probationary contracts are one-year contracts.
The probationary period for those who have been employed as a teacher in public education
for at least five of the eight years preceding employment with the district may not exceed two
school years based on District of Innovation (DOI) approved by TEA.

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

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

Noncertified Professional and Administrative Employees. Employees in professional and
administrative positions that do not require SBEC certification (such as noninstructional
administrators) are employed by a Chapter 21 probationary or term contract.
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Paraprofessional and Auxiliary Employees. All paraprofessional and auxiliary employees,
regardless of certification, are employed at will and not by contract. Employment is not for any
specified term and may be terminated at any time by either the employee or the district.

Certification and Licenses
Policies DBA, DF

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

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

Recertification of Employment Authorization
Policy DC

At the time of hire all employees must complete the Employment Eligibility Verification Form
(Form 1-9) and present documents to verify identity and employment authorization.

Employees whose immigration status, employment authorization, or employment authorization
documents have expired must present new documents that show current employment
authorization. Employees should file the necessary application or petition sufficiently in
advance to ensure that they maintain continuous employment authorization or valid
employment authorization documents. Contact payroll if you have any questions regarding
reverification of employment authorization.

Searches and Alcohol and Drug Testing
Policy CQ, DHE

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

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

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

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

Employees with questions or concerns relating to alcohol and drug testing policies and related
educational material should contact Human Resources.

Health Safety Training
Policies DBA, DMA

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

School nurses and employees with regular contact with students must complete a Texas
Education Agency approved, Online training regarding seizure disorder aware-ness, recognition,
and related first aid.
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Reassignments and Transfers
Policy DK

All personnel are subject to assignment and reassignment by the superintendent or designee
when the superintendent or designee determines that the assignment or reassignment is in the
best interest of the district. Reassignment is a transfer to another position, department, or
facility that does not necessitate a change in the employment contract. Campus reassignments
must be approved by the principal at the receiving campus except when reassignments are due
to enrollment shifts or program changes. Extracurricular or supplemental duty assignments may
be reassigned at any time unless an extracurricular or supplemental duty assignment is part of a
dual-assignment contract. Employees who object to a reassignment may follow the district
process for employee complaints as outlined in this handbook and district policy DGBA(Local).

An employee with the required qualifications for a position may request a transfer to another
campus or department. A written request for transfer must be completed and signed by the
employee and the employee’s supervisor. A teacher requesting a transfer to another campus
before the school year begins must submit their request by April 15t. After May 1%, only district
generated transfers will be allowed. In the department of Special Education, transfers maybe
approved based on the individual needs of students. All transfer requests will be coordinated by
the Human Resources office and must be approved by the receiving supervisor.

Workload and Work Schedules
Policies DEAB, DK, DL

Professional Employees. Professional employees and academic administrators are exempt
from overtime pay and are employed on a 197-226 daily schedule, according to the work
schedules set by the district. A school calendar is adopted each year designating the work
schedule for teachers and all school holidays. Notice of work schedules including start and end
dates and scheduled holidays will be distributed each school year.

Classroom teachers will have planning periods for instructional preparation including
conferences. The schedule of planning periods is set at the campus level but must provide at
least 450 minutes within each two-week period in blocks not less than 45 minutes within the
instructional day. Teachers and librarians are entitled to a duty-free lunch period of at least 30
minutes. The district may require teachers to supervise students during lunch one day a week
when no other personnel are available.

Paraprofessional and Auxiliary Employees. Support employees are employed at will and
receive notification of the required duty days, holidays, and hours of work for their position on
an annual basis. Paraprofessional and auxiliary employees must be compensated for overtime
and are not authorized to work in excess of their assigned schedule without prior approval from
their supervisor. See Overtime Compensation on page 21 for additional information.
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Breaks for Expression of Breast Milk
Policies DEAB, DG

The district supports the practice of expressing breast milk and makes reasonable
accommodations for the needs of employees who express breast milk. A place, other than a
multiple user bathroom, that is shielded from view and free from intrusion from other
employees and the public where the employee can express breast milk will be provided.

A reasonable amount of break time will be provided when the employee has a need to express
milk. For nonexempt employees, these breaks are unpaid and are not counted as hours worked.
Employees should meet with their supervisor to discuss their needs and arrange break times.

Notification to Parents Regarding Qualifications
Policies DK, DBA

In schools receiving Title | funds, the district is required by the Every Student Succeeds Act
(ESSA) to notify parents at the beginning of each school year that they may request information
regarding the professional qualifications of their child’s teacher. ESSA also requires that parents
be notified if their child has been assigned or taug