KELLER ISD Key Strategic Priority: 4
ADMINISTRATIVE REGULATION Workforce
Investigations - Allegations of Employee Misconduct DH(R1)DH(R1)DH(R1

This regulation is intended to provide a general description of the process to be used when investigating
employee misconduct® (See Operational Definition). Unforeseen circumstances may require variations in
this process and will be handled on a case-by-case basis.

M

Principals/supervisors report alleged employee misconduct to their direct supervisor. Supervisor
determines if contact with Human Resources is warranted. If so, principal/supervisor is
directed to contact the Assistant Superintendent of Human Resources.

Principal/supervisor reports alleged employee misconduct to the Assistant Superintendent of
Human Resources.

Human Resources Department makes a preliminary assessment of the allegation and determines
if an investigation is warranted. If so, Human Resources provides advice and guidance to the
principal/supervisor about the scope of the investigation.

e Factors to be considered in determining the manner in which the matter should be handled
and who should be involved: 1) if laws and/or policies have been broken, 2) the number of
people involved, 3) past situations involving complainant or employee, etc.

HR will request Security Department involvement if possible criminal activity is suspected. If a
formal security investigation is warranted, a trained Security Department investigator will
conduct interviews and take written statements according to a standard investigation template.
Human Resources may or may not be involved in interviews.

The Security Department staff provides a written report containing his/her assessment of the
allegation, his/her findings and conclusions to the Assistant Superintendent of Human
Resources. If the complaint is sustained, Security cites the policy or law that has been violated.

Human Resources makes a determination whether the employee should be placed on
administrative leave (paid or unpaid) during the incident investigation and makes a
recommendation to the Superintendent

Human Resources will coordinate, as appropriate, with the Legal Department.
The Assistant Superintendent of Human Resources reports findings/outcomes of the

investigation and recommends if employee should return to work and/or appropriate
disciplinary action to the Superintendent.
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*TAKS testing violation or suspected violation of test security or confidentiality must be reported
immediately to the district testing coordinator and handled in accordance with Texas Education Agency
directives with follow up notification to the Assistant Superintendent of Human Resources.

Operational definition of employee misconduct -- A willful or wanton disregard of the district’s or a fellow
employee’s interests, or a knowing and intentional violation of an established work rule, such as policies,
administrative regulations, job descriptions, employee handbooks or documentation of the district’s specific
expectations.
— Deliberate violations or disregard of standards of behavior which the district has the right to expect
of an employee;
— Carelessness or negligence that causes or would likely cause serious bodily harm to the district or a
fellow employee;
— Carelessness or negligence of such degree or recurrence to show an intentional or substantial
disregard of the district’s interest; or
— Conduct that results in financial loss, physical harm to persons or property, or may be criminal in

nature.
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