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DISCLAIMER 

 
 

NOTHING IN THIS 2020-2021 EMPLOYEE HANDBOOK OR ANY POLICY MANUAL OF SCHOOL DISTRICT FIVE OF 
LEXINGTON AND RICHLAND COUNTIES CONSTITUTES OR CREATES AN EXPRESSED OR IMPLIED CONTRACT OF 
EMPLOYMENT; RATHER, THIS HANDBOOK SHOULD BE UNDERSTOOD AS A BRIEF DESCRIPTION OF THE 
BENEFITS OFFERED BY SCHOOL DISTRICT FIVE OF LEXINGTON AND RICHLAND COUNTIES AND AN OVRVIEW OF 
ITS POLICIES AND PROCEDURES.  THIS HANDBOOK SUPERSEDES ALL PREVIOUS HANDBOOKS OR OTHER 
DOCUMENTS THAT ADDRESS THE SAME SUBJECT MATTER AS THE POLICIES AND PROCEDURES CONTAINED IN 
THIS HANDBOOK.  IN ADDITION, THIS CAN BE MODIFIED OR ALTERED AT ANY TIME BY SCHOOL DISTRICT FIVE 
OF LEXINGTON AND RICHLAND COUNTIES.  COMPLETE INFORMATION ON SCHOOL DISTRICT FIVE OF 
LEXINGTON AND RICHLAND COUNTIES BOARD POLICIES IS AVAILABLE ONLINE AT WWW.LEXRICH5.ORG  
 
I UNDERSTAND THAT THE DISTRICT’S EMPLOYEE HANDBOOK AND POLICY MANUAL ARE NOT CONTRACTS.  I 
ALSO UNDERSTAND THAT FULL VERSIONS OF THE DISTRICT’S BOARD POLICIES AND HANDBOOK ARE 
AVAILABLE ONLINE AT WWW.LEXRICH5.ORG. I ACKNOWLEDGE THAT I AM RESPONSIBLE FOR FAMILIARIZING 
MYSELF WITH THE DISTRICT’S BOARD POLICIES AND EMPLOYEE HANDBOOK. 
 
 
 
 
 
 

NAME (PLEASE PRINT) 
 
 
 
 

EMPLOYEE SIGNATURE 
 
 
 
 

DATE

http://www.lexrich5.org/
http://www.lexrich5.org/
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Important 

Notice 
 
 

 
Equal Employment Opportunity Statement 

and Policy of Non-discrimination on the Basis of Disability 

School District Five of Lexington and Richland Counties does not 
discriminate on the basis of age, race, creed, color, disability, spousal 
affiliation, sex, national origin, sexual orientation, religion, 
pregnancy, service to the armed forces, or status with regard to 
admission to, treatment in, or employment in its programs and 
activities as required by Title II of ADA, Title VI, Title IX and Section 
504, or any other protected characteristic, as may be required by 
law. Non-discrimination inquiries regarding students should be 
addressed to the Director of Special Services/504 & ADA Student 
Coordinator. Non-discrimination inquiries regarding employees and 
adults should be directed to the Chief Human Resources Officer/ Title 
IX & 504/ADA Employee Coordinator. Either can be contacted at 1020 
Dutch Fork Road, Irmo, South Carolina 29063, (803) 476-8000. 

 

Additional copies of this handbook can be obtained from the 
Employee Intranet on the District Website. 
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General 
Information 

    
     Confidentiality 

As an educational agency, District 
Five of Lexington Richland Counties 
collects and maintains information 
about students. Access to that 
information is restricted in 
accordance with District Five of 
Lexington Richland Counties policies 
as well as state and federal laws and 
regulations. 

 

Confidential information is shared on 
a “need to know” basis. Employees 
should never disclose, share or 
disseminate student data or staff 
data in any form (verbally, 
electronically or in hard copy) unless 
disclosing, sharing or disseminating 
that student data is required by law 
or necessary professionally. 

 

Employees who misuse student data 
may be subject to disciplinary action 
and/or civil or criminal penalties. 
 

District Mission 

The mission of District Five of 
Lexington and Richland Counties, in 
partnership with the community, is to 
provide challenging curricula with 
high expectations for learning that 
develop productive citizens who can 
solve problems and contribute to a 
global society. 

 

Vision 

District Five of Lexington and 
Richland Counties will empower all 
students to meet or exceed 
expectations for academic, social, 
and emotional growth and success. 
We will provide opportunities for 
students to develop creative and 
critical problem-solving skills, as 
innovative learners, to meet dynamic 

global changes. We will maximize 
our use of resources through 
collaborative partnerships with our 
community, our business and 
education partners. District Five’s 
students will be prepared to pursue 
excellence for tomorrow’s 
challenges. 

 
Accountability 

District Five is accountable to the 
local community, the South 
Carolina Department of 
Education, and the United States 
Department of Education, all of 
who contribute to the funding of 
its programs. Our seven-member 
Board of Trustees is elected by the 
local community to set policies, to 
oversee operations, and to hire 
and evaluate a superintendent, 
who is held accountable for all 
district employees. The 
superintendent delegates 
authority to various 
administrators and principals. 
Principals are held accountable for 
all that takes place in their 
buildings and on their grounds. 

 
District Overview 

District Five of Lexington and 
Richland Counties is privileged to 
have some of the most outstanding 
teachers, support staff, and 
administrators in the country. Our 
district has a state and national 
reputation of excellence that is 
directly related to the expertise, 
commitment and resources available 
in our system. 

 
District Five encompasses a land area 
of nearly 196 square miles, 
approximately one-half of which is 
situated in each of Lexington and 
Richland Counties. The school district 
consists of the northern portion of 
Lexington County lying north of Lake 

Murray and the Saluda River and the 
northwestern portion of Richland 
County lying south of the Broad River. 
The School District is primarily a 

residential suburb located to the 
northwest of the city of Columbia, the 
capital city of South Carolina. We serve 
more than 17,000 students. Included in 
District Five are the towns of Irmo and 
Chapin. The school district has three 
attendance areas: Chapin, Dutch Fork, 
and Irmo. District Five operates a total 
of twelve elementary schools, two 
intermediate schools, three middle 
schools, four high schools, one center 
for career and technical studies and one 
academy for success. 

 
District Five offers an educational 
program that challenges and 
stimulates thinking and problem 
solving and fosters superior 
achievement. Our comprehensive 
educational program focuses on 
both academic and personal success 
for all students from early childhood 
education through twelfth grade and 
including adult and community 
education programs. A variety of 
programs are offered to meet the 
diverse needs of our students. 

 
We are an equal opportunity 
employer. District Five offers a 
variety of professional development 
opportunities to ensure our 
workforce is properly prepared to 
support a world-class education. 

 
In the spring of 2015, District Five of 
Lexington and Richland Counties 
received systems reaccreditation 
through AdvancED, a worldwide 
accrediting agency. District Five of 
Lexington and Richland Counties 
services exceed the international 
averages for both classroom 
observations and operational 
standards. These results affirm that 
the 2500 employees and the District 
Five community are committed to 
its motto of “Pursuing Excellence for 

Tomorrow’s Challenges.” 
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Communications 
 

 
The Office of Communications, 
located at the District Office, fields 
questions from the media, 
employees, students, and 
members of the community. Of 
particular interest to employees 
are the annual calendar, which 
identifies important dates 
throughout the school year, 
District Five News round-up, the 
D5 Facebook page, the online flyer 
distribution system, and the 
Employee Intranet. Our goal is to 
have open communication. The 
superintendent is active in the 
community and meets regularly 
with principals, teachers, parents 
and numerous District and 
community advising groups. 

 
Inclement Weather Delay 
Procedures 

In the event of a delayed school 
opening due to inclement 
weather, District Five will alert the 
local media and employees of 
report time. For example, when 
there is a one-hour delay, all staff 
will report one hour later than 
their usual time. When we have a 
two-hour delay, staff will report 
two hours later than their usual 
time. Adhering to these 
procedures eliminates confusion 
for staff and ensures schools are 
ready for their students. 

information about delays and 
closings will be provided through 
the local media and through 
school or site notification 
procedures. 

 
Blackboard Connect 

Our district uses a telephone 
messaging system that helps us 
get messages to staff, students, 
and students’ parents/guardians 
quickly by telephone. Use of the 
telephone messaging system must 
comply with the mandates of the 
Telephone Consumer Protection 
Act (TCPA) which specifies that 
the person assigned a cell phone 
number must give approval to 
receive automated phone calls and 
text messages. 
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Human 
Resources 

 
Teacher Certification 

For all newly hired educators, a 
current copy of a valid SC 
teacher certificate must be 
submitted to the Office of 
Human Resources. Newly hired 
graduates should submit a 
teacher certificate immediately 
upon receipt and/or prior to the 
beginning of the current school 
year. A teacher certificate will be 
maintained in the teacher's 
personnel file. 

 
Teachers are paid according to 
their class level and years of 
experience indicated on their SC 
teacher certificate. 

 
The SC Department of Education 
website is available to assist 
teachers with a variety of 
information related to but not 
excluding certification add-on, 
certificate renewal, and 
forms. The website may be 
accessed at www.ed.sc.gov. A 
Request for Change/Action form 
must be submitted in order to 
begin a change/action process 
with the SC Department of 
Education. The call center at the 
SC Department of Education may 

be contacted at (803) 896-0325, 
Monday through Friday, 8:30 AM – 
4:30 PM (excluding state holidays). 

 
Class Level/Years of Experience 
Upgrades 

To begin the process for a teacher 
certificate upgrade, an updated 
teacher certificate must be 
submitted to the Office of Human 
Resources. 

 
The Office of Human Resources 
bases the effective date of teacher 
certificate upgrades on the validity 
date shown on the updated 
teacher certificate. A change in 
salary cannot be made until the 
updated teacher certificate is 
received. If the SC Department of 
Education indicates a past validity 
date on the teacher certificate, 
teachers will receive retro 
pay. The new teacher certificate 
will be retained in the teacher's 
personnel file. 

 
Guidelines for Earning a Year's 
Experience 

The SC Department of Education 
grants one year’s experience credit 
for certified employees. The 
district uses these criteria as the 
basis for earning a year’s 
experience for all employees who 
work at least 80 percent of the day 
or year according to the following 
formula: 

• 180-186 day employees must 
have 144 paid days 

• 190-195 day employees must 
have 152 paid days 

• 200-205 day employees must 
have 164 paid days 

• 210-215 day employees must 
have 168 paid days 

• 220-day employees must have 

176 paid days 

• 240-day employees must have 
192 paid days 

 
Part-time employees who work 
less than 80 percent of the day will 
earn experience for the year 
according to hours work. (e.g. 0.5 
employees may be granted 0.5 
year's experience if paid days 
service has been earned.) 

 
Note: The Human Resources Office 
tracks work experience. The State 
Retirement System tracks 
retirement service credit. Requests 
to the State Retirement System 
must be in writing. 

 
Teacher Evaluation 

Teachers in School District Five of 
Lexington and Richland Counties 
are evaluated through the 
Enhanced ADEPT Plan of South 
Carolina in the following 
categories: 

• Letters of Agreement 

• Induction 

• Annual Formal/Summative 

• Annual GBE 

• Continuing GBE 

• Continuing GBE, Certificate 
Renewal Year 

• Continuing Formal 

 
Specific information about each of 
these categories can be found on 
the District’s Intranet under 
Evaluation in the section reserved 
for Human Resources, by 
contacting school administrators, 
or through the Coordinator of 
Personnel in the Department of 
Human Resources. 

http://www.ed.sc.gov/
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Paraprofessional (Instructional 

Assistants) Requirements 

According to Title I of the 

Elementary and Secondary 
Education Act (ESEA), all 
instructional paraprofessionals in 
Title I schools or targeted 
assistance programs must 
complete at least one of the 
following three requirements: 

(1) At least two years of study (60 

semester hours) at an 

accredited Institution of 
higher education; 

(2) An associate's degree (or 
higher); 

(3) An approved state or local 
academic assessment that 
measures the 
paraprofessional's knowledge 
of and ability to assist in 
instruction of the following 
subjects at the appropriate 
level: ParaPro Assessments 
(ETS) at www. ets.org. The 
minimum passing score on 
this test is 456. 

 
Health Certificates 

All employees are required to 
meet the guidelines for the 
screening and evaluation of 
tuberculosis according to District 
Five policy and South Carolina law. 

The Department of Health and 
Environmental Control (DHEC) is 
authorized to establish guidelines 
for the evaluation of school 
employees for tuberculosis as 
required by the law. The 
guidelines established by DHEC 
require that each employee have 
on file in the Human Resources 
Office documentation of a PPD 
tuberculin skin test prior to the 
first day the employee reports to 
work. The required form will be 

completed by a Health Care 
Provider and employees will 
submit a copy of the completed 
form to the Office of Human 
Resources following an 
employment offer. The PPD test 
can be done at any public health 
center. All employees are also 
expected to maintain standards of 
physical and mental health 
conducive to the effective and 
efficient performance of their 
duties. 

 
Bloodborne Pathogens Plan 

The purpose of the Bloodborne 
Pathogens exposure control plan 
is to eliminate or minimize 
employee occupational exposure 
to blood or certain other body 
fluids and to comply with the 
OSHA (Occupational Safety and 
Health Authority) Blood borne 
Pathogens Standard, 29 CFR 
1910.1030. 

 
The school district is required to 
perform an exposure 
determination concerning which 
employees may be likely to incur 
occupational exposure to blood or 
other potentially infectious 
materials. The exposure 
determination is made without 
regard to the use of personal 
protective equipment (i.e. 
employees are considered to be 
exposed even if they wear 
personal protective equipment). 
School District Five of Lexington 
and Richland Counties has 
determined that the following job 
classifications may be expected to 
incur such occupational exposure, 
regardless of frequency. This plan 
requires all new employees in the 
following categories to receive an 
in-service within 10 working days 

of the first day of employment: 

 
• School Health Nurses 

• Designated CPR and First Aid 
Responders 

• Teachers and Teacher 
Assistants in all Special 
Education classes 

• Bus Drivers for students with 
handicapping conditions 

• Teacher and Teacher 
Assistants in elementary 
schools. 

• Coaches, Trainers, and 
Physical Education Teachers 

• Principals, Assistant Principals, 
and Coordinators of Student 
Services 

• Secretaries 

• Custodians 

• Student Nutrition Operators 

http://www/
http://ets.org/
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Employment 

Period 

Sick 

Leave 

Personal

Leave 

Nine Month   

Ten Month   

Eleven Month   

Twelve Month   

Leave and Absences 
(Policies GCC and GDC) 

The continuous presence of 
employees promotes excellence in 
the instructional program by 
ensuring the following: 

• Uninterrupted continuity of 
education 

• Greater teacher-student contact 
time 

• Appropriate role-model 
emulation 

• Consistent classroom discipline 

• Reduced costs 

 
Therefore, the Board expects 
employees to be present at work 
every day. The Board recognizes, 
however, that certain absences are 
unavoidable. At such times, 
employees may take leave in 
accordance with Policies GCC and 
GDC and the procedures set forth 
in the accompanying 
administrative rules (GCC-R and 
GDC-R). 

 
Granting Leave 

In order to equitably provide a 
leave policy for all full-time 
employees of District Five of 
Lexington and Richland Counties 
that assures no reduction in 
benefits, and yet is legally 
consistent with the provisions set 
forth in the “Act to Provide Leave 
for Full-Time Public School 
Employees” (Section 59-1-400, S. 
C. Code, 1976), the following 
provisions are hereby established. 

 
Current Allocation 

At the beginning of each contract 
year, or from the date of 
employment if hired mid-year, the 
district will add the total of days 
the employee can potentially earn 

to his/her leave balance. All active 
full-time employees (working at 
least 30 hours per week) earn 1¼ 
leave days on the last day of each 
full month employed as per the 
leave allocation chart below. 
Certified part-time employees (.5 
FTE or greater) earn ½ of the leave 
allowed. 

 
Leave days are allocated as 
follows: 

 
 
 
 
 
 
 

 
A leave day is the same length as 
the employee’s work day. An 
employee who uses a leave day 
that has not yet been earned at 
the time that the employee 
separates from employment with 
the District will be required to 
reimburse the District for that day 
through a deduction from the 
employee’s final paycheck. If the 
amount of the employee’s final 
paycheck is insufficient to cover 
the amount due the District, the 
employee will be required to write 
a check to the District for the 
difference within ten calendar 
days after the employee’s final 
work day. 

 
Leave Accumulation 

An employee who has unused 
leave days at the end of a fiscal 
year (June 30) will have those days 
carried over, up to a maximum of 
90 days, which will be paid out at 
retirement (up to 45 personal and 
45 sick days), but only if the 
employee meets the retirement 

eligibility as per the South Carolina 
Retirement System criteria. 

 

A bonus is paid for leave days over 
the 90 day balance at the end of 
each fiscal year at substitute daily 
rate of pay. 

 

Any full-time employee who has 
unused leave at the end of a fiscal 
year and who subsequently 
becomes a part-time employee 
will retain accumulated leave. 

 
Employees that transfer to 
another district may have leave 
transferred to the new district or 
state agency as long as that 
employer will accept the leave 
days. 

 

Procedures Regarding Absences 

An employee will notify his/her 
immediate supervisor as early as 

possible when it is necessary for 
him/her to be absent and enter 
the leave request into the Infinite 
Visions Portal (iVisions) for the 
approval process. 

 

An employee who anticipates 
taking extended sick leave should 
submit the request for leave to his/ 
her supervisor at least 30 calendar 
days prior to the effective date of 
the leave. The employee is to 
contact the Benefits Department 
for the appropriate medical leave 
request forms and further details, if 
one is to be out due to medical 
reasons beyond a 3-5 day period. 

 

Any employee returning from an 
extended leave of absence must 
present a statement from the 
attending physician certifying the 
employee’s clearance and ability 
to resume all of his/her full-time 
job responsibilities to the Benefits 
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Department prior to returning to 
work. Any restrictions must be 
reviewed before a return is 
allowed. Please also refer to the 
Family Medical Leave section. 

 

Sick Leave use for family members 
is defined as caring for (or 
bereavement of): 

• spouse 

• son, son-in-law, stepson 

• daughter, daughter-in-law, 
stepdaughter 

• mother, mother-in-law, 
stepmother 

• father, father-in-law, stepfather 

• brother, brother-in-law, 
stepbrother 

• sister, sister-in-law, stepsister 

• grandparents, grandchildren 

• guardian, ward or other relative 
living full-time in the employee’s 
household at the time of illness. 

• aunt, uncle, niece, nephew 

• cousin 
 

Use of Leave 

Personal leave cannot be used 
during the following periods of the 
year without written pre-approval 
from the site administrator: 

• the first five student attendance 
days of the academic year 

• the last five student attendance 
days of the academic year 

• in-service days 

• three or more consecutive days 

• the day before or after the 

following holidays - Thanksgiving, 

Winter Break, Spring Break. 

 

Approval for personal leave during 
these days will be granted for 
emergencies and unusual 
circumstances, as determined by 
the site administrator. 

Sick leave days may be used only 
for personal illness, family illness if 
the employee is responsible for 
providing care for the family 
member, for the birth or adoption 
of a child, or for a death in the 
family. The district may require a 
physician’s statement from any 
employee who is absent for more 
than three consecutive days using 
sick leave. 

 
Specifically, the district reserves 
the right to require that an 
employee submit a treating 
physician’s statement verifying an 
illness along with entering the 
leave in Infinite Visions Portal 
(iVisions) or Kelly/ Frontline when 
the employee has been on sick 
leave for more than three 
consecutive working days. The 
building principal or employee’s 
immediate supervisor has the 
discretion to request such a 
statement. 

 
Whenever possible, an employee 
should submit a written request to 
use leave to the employee’s 
immediate supervisor for approval 
at least three work days in 
advance of the anticipated leave. 
Employees also should seek to 
secure a substitute in advance of 
taking leave. It is required that 
supervisors must pre-approve the 
use of three or more consecutive 
leave days. One-half day is the 
smallest denomination of leave 
time that may be taken by an 
employee, and must be pre- 
approved in writing by the 
employee’s supervisor. 

 
Enter the absence reason true to 
the actual reason for the absence. 

Leave will be used in the following 

order for medical reasons per the 

leave chain system in IVEE: 

(1) Sick Leave 

(2) Personal Leave 

(3) Vacation 

 
Entering personal leave because 
one is out of sick leave will appear 
as excessive personal absences. 

 
Family and Medical Leave Act of 
1993 

The district will approve medical 
leave requests for eligible 
employees pursuant to the Family 
Medical Leave Act of 1993 (FMLA). 
FMLA requires employers with 
more than 50 employees in a 75 
mile radius to provide up to 12 
weeks of unpaid, job-protected 
leave to eligible employees for 
certain family and medical 
reasons. Eligible employees are 
entitled to a maximum of 12 
weeks of unpaid FMLA leave in a 
designated 12-month period. The 
district has designated a rolling 12- 
month period, defined as one year 
from the initial date of a leave 
granted under the FMLA. 

 
The district will require employees 
taking leave pursuant to the FMLA 
to concurrently use the 
employee’s accumulated leave 
days. Leave pay will not exceed an 
employee’s total amount of 
earned leave during any 12-month 
period as defined in FMLA policy. 

 
In order to be eligible for FMLA 
leave, an employee must have 
been employed by the district for a 
minimum of 12 months and have 
worked for at least 1250 hours 
during the 12 month period 
immediately preceding the period 
that the FMLA leave will 
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commence. During the 12-week 
FMLA leave, the district will 
continue to pay the district’s share 
of the employee’s health benefits. 

In addition, the district will restore 
the employee to the same or a 

similar position under the FMLA. 

For further information on FMLA, 
see administrative rules GCC-R 
and GDC-R. 

 
If an employee does not meet the 

eligibility requirements, the 
district may grant non-qualified 
FMLA leave. An employee 
requesting medical leave must 
contact the Benefits Department 
as soon as possible (within five 
days) to review the requirements 
for FMLA or non-qualified FMLA 
leave. 

 
IMPORTANT NOTICE: 

The State Department of Education 
grants one year’s experience for 152 
paid days service per school year for 
190-day certified employees. If an 
employee is on medical leave for an 
extended period of time and does 
not work 152 day or have leave to 
cover those days, the teaching 
certificate cannot be updated for a 
year’s credit. 

 
Return from leave 

The district will assign an 
employee who returns to work the 
same or similar duties that he/she 
performed prior to going on leave, 
if such assignment is in the best 
interest of the district. If the 
administration does not consider it 
to be in the best interest of the 
district to assign the employee to 
the position he/she had prior to 
going on leave or to a similar 
position, the district will offer the 

employee a position for which he/ 
she is qualified. The district will 
place the employee on the payroll 
at his/her pre-leave salary status. 

 
Adjustments in pay 

Any employee who is absent from 
work for any reason and who does 
not have any leave days available 
will have his/her salary adjusted to 
reflect a deduction in annual salary 
computed at the employee’s daily 
rate. Such adjustment will be 
made in the pay period in which 
the absence occurs, or in the next 
pay period, at the district’s 
discretion. 

 
Sick leave bank 

The district establishes a sick leave 
bank that will operate in 
accordance with the guidelines set 
forth in administrative rules GCC-R 
and GDC-R. 

 
Termination for misuse of leave/ 
excessive absence 

Regular attendance is critical for 
all district employees. The district 
may terminate the employment of 
any employee who fails to comply 
with the requirements of board 
policy GCC or GDC and the 
accompanying administrative 
rules, who fails to report to work at 
the expiration of authorized leave, 
or who is unable to return to work 
at the end of a period of approved 
leave. Any employee who makes 
misrepresentations regarding a 
leave, and/or who misrepresents 
the purpose for which leave of 
absence is requested or obtained 
also may be terminated. 

 
An employee who is excessively 
absent, as determined by the 
district, may be terminated, other 

than an employee who is on 
approved leave pursuant to the 
FMLA or non-qualified FMLA. In 
accordance with the provisions of 
S.C. Code Ann. Section 59-1-400, 
the district also will not terminate 
a full-time employee who is absent 
with a continuing illness, as 
documented by a treating 
physician, for excessive 
absenteeism so long as the period 
of absence does not exceed a total 
of 91 work days. 

 
Any employee who is absent 
beyond the 12-week period 
authorized by the medical leave 
requirements will be required to 
reimburse the district for all health 
insurance premiums, unless the 
employee has: 1) been granted 
extended leave; and 2) 
accumulated leave days to cover 
the absences. 

 
The district is entitled to recover 
health care premiums paid during 
the leave if the employee fails to 
return from leave. However, 
recovery cannot occur if the 
employee fails to return because 
of the continuation, recurrence or 
onset of a serious health condition 
or due to circumstances beyond 
the control of the employee. 

 
The district will not terminate 
from employment those 
employees under this policy who 
have accrued sick leave and who 
are using it in compliance with this 
policy. The district will not 
terminate from employment any 
such employee during a 
continuing sick leave of less than 
91 work days. 
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Any employee who has exhausted 
all available leave may be subject 
to termination due to misuse of 
leave or excessive absence. 

 
Vacation 

All 240 day full time personnel will 
earn vacation days at a rate of one 
day for every 24 working days, for 
a maximum 10 vacation days per 
year. These vacation days are in 
addition to those periods when 
school is in recess as indicated by 
the district calendar. 

 
An employee is expected to use 
vacation days during the fiscal 
year in which they are earned, but 
in any case no later than the end of 
the following fiscal year. 
Employees will be compensated 
for up to 20 unused vacation days 
at separation. 

 
Military Leave 

Leave for employees who are 
enlisted in the U.S. military 
reserves will be treated in 
accordance with applicable state 
and federal law. Up to 15 days are 
allowed for military training or call 
to duty, with military paperwork 
submitted in advance to support 
the dates per fiscal year. Up to an 
additional 30 days may be allowed 
with military orders as per policy. 

 
District Approved Professional 
Leave 

The board believes that it is 
desirable to provide professional 
leave in order to attract and retain 
staff to grow professionally and 
enhance their service to the 
schools of the district. The district 
may grant professional leave to an 
employee for the purpose of 

attending activities designed to 
enhance competency or to 
improve the instructional or other 
programs offered by the district. 
Such leave will be handled in 

accordance with the guidelines set 
forth in administrative rule GCC-R. 

 
Sabbaticals/Academic Leave 

The board is committed to the 
principle of providing 

opportunities for the professional 
development of the district’s 
certified staff. Therefore, an 
unpaid sabbatical leave of absence 
may, in the district’s discretion, be 
granted pursuant to the guidelines 
set forth in administrative rule 
GCC-R. 

 
Workers' Compensation 

Coverage 

The District provides Workers’ 
Compensation insurance to cover 
all employees. 

 
Reporting Requirements for Each 
Employee 

Report to a supervisor as soon as 
possible all injuries or illnesses that 
occur at work or that are work 
related. Reports should be filed no 
later than the end of the day. 

 
Reporting Requirements for 
Principals and Supervisors to the 
Benefits Department: 

• Employee Incident Report and 
signed Medical Release 

• Employer’s First Report of 
Injury (Form 12-A) is 
electronically submitted 

• The Notice to Provider 
physician’s return to work 
statement 

• Witness Statement (by 
eyewitnesses and/or others 
who have knowledge of 
incident) 

 
Using Specified Providers 

Workers’ Compensation Insurance 
will provide medical treatment for 
employees injured at work 
because of work. However, district 
employees must use those 
providers, physicians, clinics, and 
others specified by the district. 
Workers’ Compensation will not 
pay for services rendered by 
providers not specified by the 
district, except in emergency 
situations. Under these 
circumstances, principals and 
supervisors are empowered to 
grant approval for the use of 
alternate providers. When an 
employee loses time from work, 
the district may require that its 
designated physician examine an 
employee even though the 
employee has chosen to seek 
treatment at his own expense. 

 
Compensation 

An injured employee may elect to 
receive full compensation from the 
district by using their accrued 
leave or vacation time. The 
employee will not receive 
additional full-time compensation 
from Workers’ Compensation but 
may be entitled to a reduced 
payment meeting certain criteria. 
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PEBA Insurance 
Coverage and Benefits 
School District Five of Lexington 
and Richland Counties offers all 
employees in a full-time, 
permanent position, insurance 
coverage through the state 
insurance benefits program, which 
is administered by the South 
Carolina Public Employee Benefits 
Authority (PEBA), Employee 
Insurance Program division. 
Insurance options include health 
insurance, dental insurance, life 
insurance, long-term disability, 
and the Money Plus pre-tax 
program. 

 
Part-time certified employees who 
work at least half time (0.5 FTE) 
are also eligible for health, dental 
and vision insurance at rates based 
on their contract hours. Variable 
hour employees who have worked 
an average of 30 hours a week 
over a monitored measurement 
period may be eligible for health 
insurance as per the Affordable 
Health Care Act. 

 
Other supplemental insurance 
options, not administered by the 
State, include life insurance, short- 
term disability, and cancer policies 
offered by Colonial Supplemental 
Life. 

 
All new hire employees eligible for 
benefits will attend an orientation 
appointment to review the 
benefits available to them 
including insurance coverage(s), 
retirement election(s), and leave 
entitlement.  Employees receive 
an Insurance Benefits Guide 
produced annually. The PEBA 
Employee Insurance Program 

website offers further information 
concerning premiums, provider 
directories, claim forms (if 
necessary), etc., and may be found 
at www.peba.sc.gov. Employees 
are encouraged to become 
familiar with what this website has 
to offer. 

 
*All elements of the District’s 
health insurance plan, including 
coverage levels, plan options, 
and eligibility determinations, 
are in compliance with the 
Patient Protection and 
Affordable Care Act. Questions 
regarding coverage or eligibility 
not answered by the Insurance 
Benefits Guide should be 
directed to the District’s Benefits 
Specialist. 

 

Health and Dental 

Group health insurance options 
include the State Standard & 
Savings Health Plans 
(administered by BlueCross 
BlueShield of SC). A Tricare 
supplemental plan is also offered. 
BlueCross BlueShield of SC also 
administers the State Dental and 
Dental Plus Plans. 
 

The employee and employer 
supplement portions of health and 
dental premiums paid monthly on 
behalf of employees can be found 
on the SC Public Employee Benefit 
Authority website at: http:// 
www.peba.sc.gov 

 

Continuation of group health and/ 
or dental coverage is available to 
all covered employees and/or their 
dependents if eligibility for 
coverage is lost due to a qualifying 
event. This continuation of 
coverage is provided through 

COBRA (Consolidated Omnibus 
Budget Reconciliation Act). 
Details are outlined in the 
Insurance Benefits Guide. 

 
Life Insurance 

Full-time employees who elect 
health insurance receive an 
employer-funded basic life 
insurance policy in the amount of 
$3,000. Additional life insurance 
may be purchased through the 
MetLife Optional Life Program. 
Dependent Life Insurance is also 
offered for an employee's spouse 
and eligible dependent children. 

 
Employees who are members of 
the PEBA South Carolina 
Retirement System or the State 
Optional Retirement Program are 
provided an in-service death 
benefit equal in value to their 
annual salary the year of their 
death, provided the employee was 
employed for one year prior to 
death. This is also employer 
funded. 

 
Long Term Disability 

Employees enrolled in health 

insurance receive an employer- 
funded basic long-term disability 
policy. For additional coverage, 
eligible employees may purchase a 
supplemental long-term disability 
policy. Standard Insurance 
Company administers these plans. 

 
Money Plus Program 

Money Plus is an Internal Revenue 
Service-approved benefits 
program administered by ASI 
Flex. This program offers tax 
savings 

http://www.peba.sc.gov/
http://www.peba.sc.gov/
http://www.peba.sc.gov/
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through the premium pre-tax 
feature, medical spending 
account, health savings account 
and the dependent care spending 
account. 

 
Employee Assistance Program 

An employee may need help when 
job performance and reliability 
suffer because of a personal, 
medical, or family problem. The 
district has contracted with the 
South Carolina Vocational 
Rehabilitation Department to 
provide free, confidential help for 
those employees who have 
personal problems that affect 
their work performance. A trained 
professional helps identify the 
problem and provides services 
designed to correct it. The 
following services are provided as 
needed: 

• Counseling and guidance 

• Medical or psychological help 

• Treatment for alcohol or drug 
abuse 

• Training in personal and social 
skills designed to help the 
employee on the job 

• Help in matching abilities with 
job demands 

• Referral to other helpful 
agencies or services 

 
This program is available to every 
employee and family members 
ages 16 and above.  Participation 
is voluntary. Confidentiality is 
guaranteed. To take advantage of 
this free program, contact the 
South Carolina Vocational 
Rehabilitation Department at 896- 
6322 or 896-6333 for Lexington 
County or 782-4239 for Richland 
County. Employees may go to 
either location. 

PEBA Retirement 
System 
All state employees must elect 
one of the retirement options if 
they make over $100.00/month; 
unless they are in a temporary 
position, or hold substitute or bus 
driver only positions (not having 
any additional supplemental work 
or funds on file with the S. C. 
Retirement System administered 
by PEBA). Employees will 
contribute 9.00% of their gross 
income (pre-tax) and the district 
supplements an additional 5.00% 
as of 07/01/2017. The district also 
pays a percentage to cover the 
administration costs and the one 
year annual salary death benefit 
for employees. 

 
The two plans to select from are 
either the S. C. State Pension Plan 
(traditional plan) or the Optional 
Retirement Plan (ORP), electing 
one of four vendors for 
contributions to be invested 
(Metlife, MassMutual, TIAA-CREF, 
or Valic). 

 
The employer 5% contribution will 
be a part of the employee’s 
account if they opt for one of the 
ORP vendors. It is not a part of an 
employee’s account if they opt for 
the traditional SCRS pension plan 
because this plan is a guaranteed 
retirement pension for the rest of 
one’s life or survivor’s life, based 
on the elected payment option at 
time of retirement. 

 
The pension plan is a defined 
benefit plan with additional 
benefits available (disability & 
survivor), wherein the ORP plan is 
a contribution plan subject to 

stock market changes. More 
detailed information is important 
to understand before making a 
decision about a retirement 
election but employees only have 
30 days from their date of hire to 
do so or they will be automatically 
enrolled in the SCRS traditional 
pension plan. 

 
The orientation appointment with 
your Benefits Administrator will 
offer further details and you may 
also review the retirement website 
at www.peba.sc.gov which 
includes calculations to compare 
the plans and/or to purchase 
service time for the traditional 
plan. 

 
 

Voluntary 403(b) Retirement Plan  
The 403(b) program is designed to 
offer a broad range of quality 
investments that provide an 
opportunity to build a diversified 
retirement plan portfolio.  All 
employees of the employer are 
immediately eligible to participate in 
the 403(b) program upon hire date. 
Pursuant to the requirements of IRC 
§403(b)(12(A)(ii) you will find the 
Universal Availability Notice 
enclosed in this Handbook. For more 
information about the 403(b) Plan, 
please contact PenServ Plan 
Services at (800) 849-4001 or via 
email at 
403badministration@penserv.com.  
 
 
 
 
 
 
 
 
 
 

http://www.peba.sc.gov/
mailto:403badministration@penserv.com
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Finance 

 
Payment of Salaries 

All employees are paid semi- 
monthly, on the fifteenth and 
thirtieth/thirty-first. As a general 
rule, if the pay day falls on a 
holiday, or a weekend, the district 
will pay employees on the last 
workday prior to the holiday or 
weekend. All employees will 
receive their annual contract 
salaries each month beginning as 
follows: 

• 240-day employees: 

Jul. 1 -Jun .30 (24 paychecks) 

• 220- 225 day employees: 

Aug. 15 –Jul.31 (24 paychecks) 

•1 90-day employees: 

Aug. 31-Aug. 15 (24 paychecks) 

 
If your contract changes to less 
than 240 days, you will receive 
your last check for the fiscal year 
on June 30 and will not receive 
another check until August 15 or 
August 31.  If you are a 200-225 
day employee and your contract 
changes to 190 days or less, you 
will receive your last check for the 
fiscal year on July 31 and will not 
receive another check until August 
31 of the new fiscal year. 

 
The amount may vary in cases 
where employees miss work for 
unauthorized absences, docking or 
calculations due to status change 
during a particular pay period. 
Routine administrative processes 
will determine deductions. 

Direct Deposit is mandatory in 
School District Five of Lexington 
and Richland Counties when you 
are hired. Enrollment in Direct 
Deposit requires the employee to 
sign an authorization form 
specifying the bank to where the 
deposit will be sent. Required 
forms are available from the 
District Payroll Department. 

 
Withholding Tax 
(Federal and State) 

Employees who have not 
previously filed with the Payroll 
Office Withholding Tax Exemption 
Certificate form W-4 must do so 
before being placed on the payroll. 
Employees who have filed, but 
have since experienced a change 
in exemption status, should file 
new exemption certificates. 

Responsibility for accuracy of 
exemption certificates lies with 
the employee. 

 
Social Security 

As of July 1, 1955, all members of 
the South Carolina Retirement 
System were included in the Social 
Security Program. A copy of each 
employee’s Social Security card 
must be recorded with Human 
Resources prior to the employee 
being placed on the payroll. 

 
Tax-Sheltered Annuity 

Payroll deduction is available for 
employees desiring to participate 
in a tax-sheltered annuity program 
or the South Carolina Deferred 
Compensation Plan.  For 
additional information, contact 
the District Payroll Department. 

District Tort Liability 

All employees and agents of the 
district are protected by a General 
Tort Liability Policy. 

 

Travel Expense Authorization & 
Reimbursement 
Employees will be reimbursed for 
expenses incurred for approved 
travel as outlined in Board Policy 
and established procedures.  For 
further details, see Board Policy 
DKC – Expense Authorization and 
Reimbursement, as well as Travel 
Guidelines and Procedures posted 
under Financial Documents on the 
Infinite Visions Portal-Employee 
Resources-Information Center. 
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2020-2021 
Payroll 

Schedule 

 
 
 
 
 
 

Pay 
Cycle 

 

Pay Date 

  

Cover Dates 

 Payroll Due 
Dates 

       

1 07/15/20  06/07/20 06/20/20  06/30/20 

2 07/31/20  06/21/20 07/11/20  07/20/20 

3 08/14/20  07/12/20 07/26/20  08/04/20 

4 08/31/20  07/27/20 08/09/20  08/19/20 

5 09/15/20  08/10/20 08/23/20  09/03/20 

6 09/30/20  08/24/20 09/06/20  09/18/20 

7 10/15/20  09/07/20 09/20/20  10/05/20 

8 10/30/20  09/21/20 10/04/20  10/20/20 

9 11/13/20  10/05/20 10/18/20  10/30/20 

10 11/30/20  10/19/20 11/01/20  11/13/20 

11 12/15/20  11/02/20 11/15/20  12/03/20 

12 12/31/20  11/16/20 12/06/20  12/09/20 

13 01/15/21  12/07/20 12/20/20  01/05/21 

14 01/29/21  12/21/20 01/10/21  01/20/21 

15 02/12/21  01/11/21 01/24/21  02/02/21 

16 02/26/21  01/25/21 02/07/21  02/16/21 

17 03/15/21  02/08/21 02/21/21  03/03/21 

18 03/31/21  02/22/21 03/07/21  03/18/21 

19 04/15/21  03/08/21 03/21/21  03/29/21 

20 04/30/21  03/22/21 04/04/21  04/20/21 

21 05/14/21  04/05/21 04/25/21  05/04/21 

22 05/28/21  04/26/21 05/09/21  05/18/21 

23 06/15/21  05/10/21 05/23/21  06/02/21 

24 06/30/21  05/24/21 06/06/21  06/16/21 

       

       

 PAYROLL PAY DATES FOR FY 2020 - 2021 

       

1 07/15/21  06/07/21 06/20/21  06/30/21 

2 07/30/21  06/21/21 06/30/21  07/08/21 

PAYROLL PAY DATES FOR FY 2021 - 2022 

1 07/30/21  07/01/21 07/11/21  07/20/21 

 

**Paysheets not received in the Payroll Department by 2:00 
p.m. on the appropriate due dates listed above will be included 
in the following pay cycle.**
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Instruction 
 

Records and Reports 

Employees should give careful 
study and attention to records and 
reports. Most of these reports will 
deal with attendance, grading, and 
financial matters; therefore, 
accuracy is paramount. School 
employees are under bond, the 
premium for which is paid by the 
district. Confidentiality of records 
is to be maintained at all times; it 
must not be breached in any form 
of oral or written communication. 

 
Student Progress 

Utmost care must always be 
exercised in evaluating the work of 
each student. Individual 
capabilities must be considered. 
Instructional objectives based on 
South Carolina learning standards 
must always be flexible enough to 
award an acceptable level of 
individual performance. However, 
it is imperative that parents are 
made aware of individual 
performance and involved in their 
child's achievement. 

 
Almost as important as the 
evaluation process is the 
communication with a student 
and his/her parents concerning 
his/her progress or lack of 
progress. No progress report with 
a failing grade should be received 
by a parent without having 
received prior communication 
from the teacher. Maintaining 
lines of open communication with 
parents to keep them apprised of 
the 

achievements of their children is 
second only to the teaching 

process itself. Teachers should 
maintain a communication log of 
parent contact and copies of 
correspondence with parents. 

 
Summer School 

Summer school programs are 
provided for students to earn high 
school credits. The faculty for 
summer school programs is 
employed on a separate contract 
for the specific summer 
assignment. Teachers interested 
in being employed for summer 
school need to submit a letter of 
interest to the Director of 
Secondary Education for middle 
school and high school 
assignments.   

 
Copyright 

On January 1, 1978, the United 
States revised the copyright law 
and PL 94-553 became effective. 
According to the statute, anyone 
who violates any of the exclusive 
rights of a copyright owner has 
infringed on the copyright and 
thus is liable for actual damages 
up to $50,000 for each violation. 

 
Section 106 of PL 94-553 identifies 
the five fundamental rights given 
to copyright owners - the exclusive 
rights of reproduction, adaptation, 
publication, 
performance, and display. Section 
107 provides fair use limitations on 
exclusive right. The section reads 
as follows: 

“Notwithstanding the provisions of 
sections 106 and 106A, the fair use 
of a copyrighted work, including 
such use by reproduction in copies 
or phonorecords or by any other 

means specified by that section, for 

purposes such as criticism, 
comment, news reporting, 
teaching (including multiple copies 
for classroom use), scholarship, or 
research, is not an infringement of 
copyright. In determining whether 
the use made of a work in any 
particular case is a fair use the 
factors to be considered shall 
include— 

(1) the purpose and character of 
the use, including whether such 
use is of a commercial nature or is 
for nonprofit educational purposes; 

(2) the nature of the copyrighted 
work; 

(3) the amount and substantiality 
of the portion used in relation to 
the copyrighted work as a whole; 
and 

(4) the effect of the use upon the 
potential market for or value of 
the copyrighted work. 

The fact that a work is 
unpublished shall not itself bar a 
finding of fair use if such finding is 
made upon consideration of all the 
above factors.” 

 
In an effort to offer some 
guidance to users in determining 
when the principles of the fair use 
doctrine apply, representatives of 
educator, author, and publisher 
organizations met and agreed to 
guidelines that state the minimum 
standards of educational fair use 
with respect to books and 
periodicals. Representatives of 
music publishers and music 
teachers developed guidelines 
that state minimum standards of 
educational fair use of music. A 
committee representing 19 
organizations of publishers, 
librarians, media producers, 
educators, broadcasters, writers 
and others concerned with off-air 

https://www.copyright.gov/title17/92chap1.html#106
https://www.copyright.gov/title17/92chap1.html#106A
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center recording developed 
guidelines for off-air copying. 
Copies of these three sets of 
guidelines should be available in 
each school’s media center. 

 
School Attendance By Employees' 
Children 

Any student in grades 
Kindergarten  –  12 whose parent 

or legal guardian is an employee of 
the District may attend another 
attendance area of the district 
according to provisions of Board 
Policy. 

 
Any student whose parent or legal 
guardian is an employee of the 
district and lives in another district 
may attend a District school 
according to provisions of board 
policy JFAA. 

 
Permission must be requested in 
writing annually to the district 
Chief Planning and 
Administrative Officer. If living 
outside the district, a written 
release must be obtained from 
the outside district. 

 
Complaints About Instructional 
Materials 

Teachers should refer any parent 
questions or complaints about 
instructional materials to the 
school principal. The principal will 
follow the provisions established 
according to Board Policy KEC: 
“Public Concerns and Complaints 
about Instructional Materials.” 

 
Certificate Renewal Regulations 

It is now mandatory that districts 

renew certificates according to the 
Guidelines for Teacher 
Recertification documents 
provided by the Office of Educator 

Services in the South Carolina 
Department of Education. The 
Certificate Renewal Plan 
Guidelines and all documents 
necessary for renewal are located 
at the District website, click on 
Quicklinks. Click on Intranet. Log 
in. On the home screen, click on 
Instruction. Click on Professional 
Development and then Certificate 
Renewal Plan to review the matrix 
of options for accumulating points 
and the forms for each option. 

 
Please remember that colleges do 
not send transcripts automatically. 
For transcript credit, the individual 
employee must request the 
transcript. Request an official 
college transcript immediately 
after grades are posted for 
completing coursework. Request 
that the transcript be sent to you. 
A transcript should not be sent to 
the State Department of 
Education or the District Office for 
renewal credit. 

 
Please note: When using Option 1 
for renewal, a transcript must also 
be included as documentation. 

 
If the educator does not hold a 
Master’s degree, she/he must 
take at least 3 hours of graduate 
credit for 60 of the required 120 
renewal credits for renewal. 

 
Renewals 

It is the educator’s responsibility to 
make sure he/she has all 120 
renewal credits to avoid delay of 
certificate renewal. Educators 
should check the expiration date 
on their certificates. Certificate 
renewals will begin in January of 
the educator’s expiration year. 

Educators should submit the 
completed paperwork and 
documentation for the total of 120 
points to their principal for review 
and approval.  Educators should 
not meet with the Administrator 
before the total of 120 points is 
accumulated.  The educator 
should maintain a file of renewal 
credits until all points are 
accumulated and documented; 
during the spring of the expiration 
year, the educator meets with his/ 
her Administrator to review 
documentation and have option 
form(s) signed. Once completed, 
the educator contacts the Office of 
Professional Development for an 
appointment to complete the 
renewal process. 

 
When the district certification 
officer reviews the documentation 
and determines validity of the 
total of 120 points, he/she will 
then renew the educator’s 
certificate through the South 
Carolina Department of 
Education’s Certification Portal 
System. Educators now access 
certificates on the SDE’s website. 
The district will print a copy for the 
educator’s personnel file. The 
office responsible for certificate 
renewals is the Office of 
Professional Development at 803- 
476-8177. 

 
Beginning with the 2013-2014 
school year, middle and high 
school certified educators are 
required to complete 2 hours of 
training in youth suicide 
awareness for the renewal of 
credentials in accordance to the 
Jason Flatt Act. The required 2 
hours of training will count 
towards the 120 renewal credit 
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points specified in the Department 
of Education regulations for 
renewal of credentials. 

With the implementation of the 
South Carolina General 
Assembly’s Read to Succeed Act 
284 (R2S), professional learning 
requirements for certified, in-
service educators became 
effective July 1, 2015. The goal of 
the R2S Act is to ensure that every 
educator at every grade level in 
every school and subject area is 
committed and able to support 
the leading development of the 
South Carolina students they 
serve. R2S Endorsement(s) for 
their area(s) as part of their regular 
certificate renewal cycles. 
Beginning with the June 30, 2020 
certificate renewal deadline, 
certified educators are required to 
submit documentation showing 
compliance with R2S 
endorsement requirements. 

Please visit the SC Department of 
Education’s website for more 
information about specific R2S 
endorsement requirements: 
https://ed.sc.gov/educators/certifi
cation-resources/read-to-succed-
requirments-for-educators/ 

Please visit our District Five R2S 
Google Site for a short 
presentation about R2S 
endorsement requirements: 
https://sites.google.com/a/lexrich5
.org/read-to-succee-r2s-2016-17/ 

 
Submitting Renewal Credits 

An educator who is employed in a 
position that requires educator 
certification must maintain 
verification of having earned a 
minimum of 120 renewal credits 
through professional development 
activities that directly relate to the 
educator’s professional growth 

and development plan, support 

the goals of the employing  

educational entity, and promote 

     student achievement. 
 
Certificate Renewal Plan 

The following items will be  

 included in the educator’s 

 renewal documentation: 

1. The educator’s professional 
development plan (GBE) 
which lists the educator’s 
goals that directly relate to 
the professional 
development and growth of 
the educator, supports the 
goals of the district or 
educational entity, and 
promotes student 
achievement.  

2. All completed Renewal Credit 
Approval and verification 
forms for the professional 
development activities to be 
used for credit to renew the 
certificate. 

3. Verification/Documentation 
of successful completion of 
the professional activities to 
be used for re-certification. 
(Documentation must 
support each option. The 
South Carolina Department 
of Education’s Renewal 
Matrix states the necessary 
documentation to receive 
credit.) The educator is 
responsible for consulting the 
District Five website for these 
documents. They are located at 
the District website, click on 
Quicklinks. Click on Intranet. 
Log in. On the home screen, 
click on Instruction. Click on the 
Professional Development 
Certification Renewal tab. 

4. Complete Option Form for 
each option used for renewal. 

https://ed.sc.gov/educators/certification-resources/read-to-succed-requirments-for-educators/
https://ed.sc.gov/educators/certification-resources/read-to-succed-requirments-for-educators/
https://ed.sc.gov/educators/certification-resources/read-to-succed-requirments-for-educators/
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Technology 
 

Proper use of technology can 
enhance teaching and learning. 
For our students to be successful 
in an ever changing and dynamic 
world they must be: 

• Creators 

• Communicators 

• Collaborators 

• Critical Thinkers 

Technology is a valuable tool to 

help our students meet these 

world class skills.  However, it 
must be used properly to optimize 
its potential and avoid unintended 
consequences. 

 
School Board policy IJNDB Use of 
Technology Resources, provides 
specific guidance for the proper 
use of technology. It is important 
that you become familiar with this 
policy and fully comply with its 
tenets.  The policy is provided in 
its entirety on pages 57-62 of the 
Board Policy section of this 
Handbook. 

 

Technology – 
Supplemental 
Guidelines 
The guidelines below expand on or 
clarify Policy IJNDB – Use of 
Technology. 

 
While Policy IJNDB provides an 
excellent framework and 
overarching guide for the use of 
technology, there are some 
additional guidelines and 
procedures that must be 
followed by all District Five 
employees. 

These guidelines are provided so 

the user is aware of the 
responsibilities he/she must 
assume. In general, these 
guidelines require efficient, 
ethical, and legal utilization of the 
technology resources. 

 
Privileges 

The use of the internet is a 
privilege, not a right. Violations of 
these guidelines may result in the 
loss of internet access privileges 
and appropriate discipline and/or 
legal procedures consistent with 
existing policies and procedures of 
District Five of Lexington and 
Richland Counties. 

 
Network Etiquette 

The user is expected to abide by 
the generally accepted rules of 
network etiquette. Etiquette rules 
include, but are not limited to, the 
following: 

The user must be polite. Do not 
use abusive or harsh language in 
messages to others. 

• Appropriate language must be 
used. No swearing, use of 
vulgarities or any other 
inappropriate language is 
allowed. Illegal activities are 
strictly forbidden. 

• The user should properly 
identify himself/herself including 
their position/title in every email 
correspondence. 

• The user should not reveal his/ 
her personal address or phone 
number or those of others. 

 
Security 

Security on any computer system 
is a high priority, especially when 
the system involves many users. 
If the user feels he/she can 
identify a technology security 
problem he/she must notify the 

District Director of Technology and 
his/her school principal. 

• The user must not attempt to 
log on to the internet as a system 
administrator. 

• Users must not share their 
password (or other person’s 
passwords) with another person or 
leave an open file or session 
unattended or unsupervised. 

•  Account owners are 
ultimately responsible for all 
activity under their accounts. 

• Users shall not seek 
information on, or obtain copies 
of, or modify files, other data, or 
passwords belonging to other 
users, or misrepresent other users 
on the system or attempt to gain 
unauthorized access to the 
system. 

• Communication may not be 
encrypted so as to avoid security 
review. 

• Users must change 
passwords regularly and avoid 
easily guessed passwords on 
any district account, including 
school accounts used for 
accessing websites or other 
online resources. 

• For security and administrative 
purposes, the District reserves the 
right for authorized personnel to 
review system use and file content 
including, without limitation, the 
content of any electronic mail. 

• Users must not install or 
attempt to install software, 
programs or other devices that 
require admin credentials on 
district devices. 

 

Any user identified as a security 
risk or having a history of 
problems with other computer 
systems may be denied access to 
internet and/or district systems.
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Vandalism 

Vandalism may result in the loss of 
internet access privileges and 
appropriate discipline and/or legal 
procedures consistent with 
existing policies and procedures of 
District Five of Lexington and 
Richland Counties. This includes 
physical damage to any 
technology device as well as 
uploading or creation of computer 
viruses or other actions to slow, 
harm or disable a specific device, 
the District network or any other 
network. 

 
Copyright 

The unauthorized installation, use, 
storage or distribution of 
copyrighted software or materials 
on District computers is 
prohibited. 

 
Cell Phone Usage 

The use of cell phones in 
classrooms is prohibited except 
during a teacher or teacher 
assistant’s planning or break 
time. Cell phones should be left 
off while teachers or teacher 
assistants are engaged in 
instruction or when students are in 
the room, unless prior permission 
has been obtained from the 
principal due to an emergency 
situation. 

 
Social Media 

• Employees should assume 
nothing is confidential on the 
internet or social media. 

• All staff must recognize that 
they are being continuously 
observed by students, other 
employees, parents, and 
community members, and that 
their actions and demeanor may 
impair their effectiveness as an 

employee. 

• The personal life of an 
employee, including the 
employee's personal use of non- 
District issued electronic 
equipment outside of working 
hours (such as through social 
networking sites and personal 
portrayal on the internet), will be 
the concern of and warrant the 
attention of the Board if it impairs 
the employee's ability to 
effectively perform his/her job 
responsibilities or if it violates 
local, State, or federal law or 
contractual agreements. 
Unprofessional content or conduct 
on social media sites may subject 
the employee to disciplinary 
actions consistent with State law, 
federal law, and/or Board policy. 

• All employees shall maintain a 
professional relationship with 
students at all times, both inside 
and outside of school. Social 
media must not be used to create 
relationships with students outside 
the professional relationship 
required to perform your job. 

• No employee may engage in 
inappropriate conduct of a sexual 
nature with a student at any time. 
This includes electronically 
through such means as a 
telephone, cell phone, computer, 
personal data assistant, or other 
telecommunication device, 
including text messaging and 
social networking. 

• Employees should not include 
any District student in social 
networking activities or provide 
students with access to their social 
networking activities through the 
internet. Employees should not 
“friend” District students on the 
internet or through social 
networking sites, either by 

allowing students access to the 

employee’s site, or the employee 
accessing the student’s site. 

• Employees should not share or 
post on the internet or on personal 
social networking sites student 
information, including student 
photographs, student work, or 
student activities without the prior 
approval of the school 
administration and the student’s 
parent. This prohibition does not 
apply to sharing student’s work or 
photographs through District 
approved means that are related 
to instruction. 

• Employees must not conduct 
non-work related business during 
work hours. Employees should not 
access social networking sites, 
conduct internet searches that are 
not related to District business, or 
engage in the inappropriate use of 
other electronic forms of 
communication during work hours. 

 
General Use 

• Employees and students must 
use the District network while on 
school property. Use of mobile 
“hot spots” or other outside 
networks is prohibited. (policy 
JICJ) 

• The Chief Finance Officer or 
designee must approve use of the 
system for charitable purposes in 
advance. 

• The system constitutes public 
facilities and may not be used to 
support or oppose political 
candidates or ballot measures. 
(policy KHE) 

• Diligent effort must be made to 
conserve system resources. For 
example, users should frequently 
delete E-mail and unused files. 

The District reserves the right to 
remove a user account on the 
system for any reason. 
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Selected 
Board 

Policies 
 

The coding and table of contents used for the School Board Policies of 
District Five of Lexington and Richland Counties is a nationwide code 
and format established by the National School Boards Association. For 
example, the policy for File GCK in the National School Boards 
Association coding refers to “Professional Staff Assignments and 
Transfers” in school districts across the United States. 

 
Policies designated with the GB prefix apply to all employees. A GC 
prefix refers to certified employees, and a GD prefix refers to support 
staff. A copy of all current District Five policies is available on the 
District’s website at www.lexrich5.org . 

 
 

Employment Policies for All Employees: 

For complete details of these policies, please refer to the District Five 
website under the tab “Board of Trustees.” 

http://www.lexrich5.org/
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