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POLICYBRIDGE

ASBA’s new PolicyBridge software is designed to expedite the process of delivering Policy Services to member
districts, by using a web-based platform that is accessible 24 hours a day, 365 days a year.

VIEW SCHOOL DISTRICT POLICIES ON POLICYBRIDGE

Click here to access PolicyBridge

DOWNLOAD THE TRAINING MANUAL

Click here to download the training manual PDF

WANT TO LEARN MORE ABOUT POLICY & POLICYBRIDGE?

Watch our Webinar: Introduction to Policy Services
View our tutorial webinar on YouTube

NEW FEATURES

ASBA is rolling out new features to PolicyBridge users! Based on user feedback, we have simplified the user
experience.

The new features include:

¢ New Policy Advisory features.
o New process document: Save & Edit, add/remove regulations/exhibits, etc.
e New Find and Replace functions when editing.
e More new features are coming soon!
o Tables, images and PDF documents

Watch a quick tutorial on the new features, on GoToWebinar.
Register for the Regional Policy Workshops to get hands on training with the new features in your area!
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GBEA ©
STAFF ETHICS

(Statement of Ethics for School Employees)

All employees of the District are expected to maintain high standards in their school relationships. These
standards must be idealistic and at the same time practical, so that they can apply reasonably to all staff
members. The employees acknowledge that the schools belong to the public they serve for the purpose of
providing educational opportunities to all. However, every employee assumes responsibility for providing
leadership in the school and community. This responsibility requires the employee to maintain standards of
exemplary conduct. It must be recognized that the employee's actions will be viewed and appraised by the
community, associates, and students. To these ends, the Board adopts the following statements of
standards.

The school employee: .
o Makes the well-being of students the fundamental value of all decision making and actions.
e Maintains just, courteous, and proper relationships with students, parents, staff members, and others.

e Strives for the maintenance of efficiency and knowledge of developments in the employee's field of
work.

¢ Fuffills job responsibilities with honesty and integrity.

e Directs any criticism of other staff members or of any department of the school system toward
improving the District. Such constructive criticism is to be made directly to the school administrator who
has the responsibility for improving the situation.

e Supports the principle of due process and protects the civil and human rights of all individuals.

e Obeys local, state, and national laws and does not knowingly join or support organizations that
advocate, directly or indirectly, the overthrow of the government.

¢ Implements the Governing Board's policies and administrative rules and regulations.

¢ Refrains from using school contacts and privileges to promote partisan politics, sectarian religious
views, or selfish propaganda of any kind.

e Pursues appropriate measures to correct any laws, policies, or regulations that are not consistent
with sound educational goals.

e Avoids using position for personal gain through political, social, religious, economic, or other
influence.

e Maintains the standards and seeks to improve the effectiveness of the profession through research
and continuing professional development.

e Stresses the proper use and protection of all school properties, equipment, and materials.
e Honors all contracts until fulfillment or release.

In the performance of duties, employees shall keep in confidence such information as they may secure unless
disclosure serves District purposes or is required by law.

Adopted: date of manual adoption

LEGAL REF..
AAC.

R7-2-205
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GBEC ©
DRUG - FREE WORKPLACE

No employee shall violate the law or District policy in the manufacture, distribution, dispensing, possession, or
use, on or in the workplace, of alcohol or any narcotic drug, hallucinogenic drug, amphetamine, barbiturate,
marijuana, or any other controlled substance, as defined in schedules | through V of section 202 of the
Controlled Substances Act (21 U.S.C. 812) and as further defined by regulation at 21 C.F.R. 1308.11 through
1308.15.

Workplace includes any school building or any school premises and any school-owned vehicle or any other
school-approved vehicle used to transport staff members or students to and from school or school activities or
on school business. Off school property, the workplace includes any school-sponsored or school-approved
activity, event, or function where students or staff members are under the jurisdiction of the District. In
addition, the workplace shall include all property owned, leased, or used by the District for any educational or
District business purpose.

Any employee who has been convicted under any criminal drug statute for a violation occurring in the
workplace, as defined above, shall notify the supervisor within five (5) days thereof that such conviction has
occurred.

As a condition of employment, each employee shall abide by the terms of the District policy respecting a
drug-free workplace.

Any employee who violates this policy in any manner is subject to discipline, which may include, but is not
limited to, dismissal.

Adopted: date of manual adoption

LEGAL REF.:

ARS.

13-2911

13-3401 et seq.

15-341

41 U.S.C. 702, Drug-free workplace requirements for Federal grant recipients.
21 C.F.R. 1308.11 et seq.

34 C.F.R. Part 85

CROSS REF.:
EEAEAA - Drug and Alcohol Testing of Transportation Employees
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ACA©
SEXUAL HARASSMENT

All individuals associated with this District, including, but not necessarily limited to, the Governing Board, the administration, the
staff, and students, are expected to conduct themselves at all times so as to provide an atmosphere free from sexual harassment.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature when made by a member of the school staff to a student or to another staff member, or when made by a student to
another student where:

e Submission to such conduct is either explicitly or implicitty made a term or condition of an individual's employment or
education; or

e Submission to or rejection of such conduct is used as a basis for employment or education decisions affecting such
individual; or

¢ Such conduct has the purpose or effect of substantially interfering with an individual's educational or work performance, or
creating an intimidating, hostile, or offensive employment or education environment.

Sexual harassment may include, but is not limited to:

e Suggestive or obscene letters, notes, invitations, derogatory comments, slurs, jokes, epithets, assault, touching, impeding
or blocking movement, leering, gestures, or display of sexually suggestive objects, pictures, or cartoons.

e Continuing to express sexual interest after being informed that the interest is unwelcome. (Reciprocal attraction between
peers is not considered sexual harassment.)

e Implying or withholding support for an appointment, promotion, or change of assignment; suggesting that a poor
performance report will be prepared; suggesting that probation will be failed; implying or actually withholding grades eamed
or deserved; or suggesting that a scholarship recommendation or college application will be denied.

e Coercive sexual behavior used to control, influence, or affect the career, salary, and/or work environment of another
employee; or engaging in coercive sexual behavior to control, influence, or affect the educational opportunities, grades,
and/or learning environment of a student.

e Offering or granting favors or educational or employment benefits, such as grades or promotions, favorable performance
evaluations, favorable assignments, favorable duties or shifts, recommendations, reclassifications, et cetera, in exchange for
sexual favors.

Anyone who is subject to sexual harassment, or who knows of the occurrence of such conduct, should inform the compliance
officer, as provided in ACA-R.

A substantiated charge against a staff member in the District shall subject such staff member to disciplinary action.

A substantiated charge against a student in the District shall subject that student to disciplinary action, which may include
suspension or expulsion.

All matters involving sexual harassment complaints will remain confidential to the extent possible.
Adopted: date of manual adoption

LEGAL REF.: AR.S.

41-1461 et seq.

20 U.S.C. 1681, Education Amendments of 1972, Title [X

20 U.S.C. 1703, Equal Employment Opportunity Act of 1972
42 U.S.C. 2000, Civil Rights Act of 1964 as amended, Title VII

CROSS REF.:
AC - Nondiscrimination/Equal Opportunity
GBA - Equal Employment Opportunity
GCQEF - Discipline, Suspension, and Dismissal of Professional Staff Members
GDQD - Discipline, Suspension, and Dismissal of Support Staff Members
IHBA - Special Instructional Programs and Accommodations for
Disabled Students
JB - Equal Educational Opportunities
Jll - Student Concermns, Complaints and Grievances
JK - Student Discipline
JKD - Student Suspension
KED - Public Concerns/Complaints about Facilities or Services
KFA - Public Conduct on Schoo! Property

https://policy.azsba.org/asba/PrintViewer.jsp?printCollection=0 11
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GCCA©
PROFESSIONAL / SUPPORT STAFF
SICK LEAVE

Sick leave for District personnel is a designated amount of compensated leave that is to be granted to a staff member who,
through personal or family iliness, injury, or quarantine, is unable to perform the duties assigned. Family, for purposes of sick
leave, shall include:

Spouse Grandparents

Children Grandchildren

Parents Like relations created by marriage
Siblings (e.g., stepchild, father-in-law, et cetera)

Family illness, for purposes of sick leave, shall not exceed a period of three (3) days, unless an approval is granted by the
Superintendent.

Sick leave may include other excused absences, such as medical, dental, or optical examination or treatment impossible to
schedule on nonduty days.

Each staff member shall be credited with a sick leave allowance at the rate of one (1) day per month up to ten (10) or twelve (12)
days, determined by the number of months employed:

Twelve (12) month employment  twelve (12) days
Ten (10) month employment ten (10) days

When a staff member exhausts all days of accumulated sick leave, an unpaid leave of absence must be requested, pursuant to
District policy.

Sick leave of any staff member who does not serve a full school year shall be prorated at the rate of one (1) day per month.

Sick leave may be used for childbirth during the time the physician verifies that the employee is physically unable to perform her
normal duties. If the employee does not wish to return to her duties following childbirth, an extended leave of absence must be
requested, consistent with existing District policy.

A staff member who is or will be the father or the grandparent of a newborn child will be allowed two (2) days of sick leave for the
birth. In the event of medical complications, more than two (2) days of sick leave may be allowed.

Upon request, the staff member shall inform the Superintendent of the following:

e Purpose for which sick leave is being taken.

e Expected date of return from sick leave.

» Where the staff member may be contacted during the leave.
Sick leave is only for the purpose of recuperative activities, e.g., obtaining medical care or treatment, procuring medications or
other prescribed materials, convalescing at home or at a medical facility, or other therapy or activity prescribed by the employee's
physician or health practitioner (with verification required if requested by the Superintendent). The District may, at District
expense, require the employee to submit to medical or psychiatric examination by a physician or psychiatrist selected by the
District to determine (1) whether or not the continued use of sick leave is appropriate or (2) whether return to duty is appropriate.

Any employee who can be shown to have willfully violated or misused the District's sick leave policy or misrepresented any
statement or condition will be subject to discipline, which may include reprimand, suspension, and/or dismissal.

Sick Leave Buyback

Upon leaving District employment, certificated and support staff personnel will be paid for unused sick leave at a rate of fifteen
dollars ($15) per day after five (5) years of service, twenty dollars ($20) per day after ten (10) years of service, twenty-five dollars
($25) per day after fifteen (15) years of service, or fifty dollars ($50) per day after twenty (20) years of service or upon retirement.

Adopted: date of manual adoption

LEGAL REF.
AR.S.
15-187
15-502

CROSS REF.:
GCBA - Professional Staff Salary Schedules
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GCCH
PROFESSIONAL / SUPPORT STAFF
BEREAVEMENT LEAVE

An employee may be granted, upon request to the Superintendent, up to five (5) days of leave
per incident, with pay, to use in the event of death in the employee's family. For the purpose of
this policy family is defined as spouse, children, parents or stepparents, brothers, sisters,
nephews, nieces, grandparents, grandchildren, uncles, aunts, parents-in-law, sons-in-law,
daughters-in-law, and brothers and sisters of spouse.

Extensions of bereavement leave may be granted upon personal request to the
Superintendent. If approved, all such extensions of bereavement leave shall be deducted from
the employee's earned sick leave.

In the absence of any earned sick leave, and upon request, the Superintendent may approve
an unpaid leave of absence for each day of extended bereavement leave used.

Adopted: date of manual adoption

LEGAL REF.:
ARS.

15-502

https://policy.azsba.org/asba/PrintViewer.jsp?printCollection=0 n
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GCCB ©
PROFESSIONAL / SUPPORT STAFF
PERSONAL / EMERGENCY /
RELIGIOUS LEAVE

Each staff member will be granted personal leave not to exceed two (2) days per year. No
more than ten percent (10%) of the staff or other groupings of employees may take personal
leave at any one time. Requests for personal leave must be received at least four (4) working
days prior to the first day of leave, and must be approved by the Superintendent.

Requests shall be acted upon in order of receipt, and the availability of substitutes, if
necessary, may limit the number of requests granted at any one (1) time.

Personal leave will not be granted during the following periods:

e On the day immediately preceding or following a holiday or vacation.

e During the first two (2) weeks of school or the last two (2) weeks of school.
Unused personal leave may accumulate as sick leave.
Adopted: date of manual adoption

LEGAL REF.:
A.R.S.

15-510

https://policy.azsba.org/asba/PrintViewer.jsp?printCollection=0 n
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GBEBB ©
STAFF CONDUCT WITH STUDENTS

Employees are expected to exercise general supervision over the conduct of students, not only
while in the schoolroom, but also before and after school and during recess. At all times
teachers and other staff members will accord students the dignity and respect that they
deserve, and avoid embarrassing any student unnecessarily.

Students are expected to regard all school employees as individuals who are employed to
provide direct or indirect contributions to learning. While students are to have considerable
latitude in making choices for themselves, they shall be required to respect the rights of all
school employees and other students, and interference with those rights will not be tolerated.

Students shall not have the right to interfere with the efforts of instructional staff members to
coordinate or assist in learning, to disseminate information for purposes of learning, or to
otherwise implement a learning program. Nor shall a student have the right to interfere with the
motivation to learn or the learning activities and efforts of other students. No student shall have
the right to interfere with or disrupt any employee's work activities.

All personnel employed by the District are expected to relate to students of the District in a
manner that maintains social and moral patterns of behavior consistent with community
standards and acceptable professional conduct.

Relationships between staff members and students that include "dating," "courtship,” or
"romantic involvement" are prohibited. These behaviors deviate from ethical or professional
standards and shall be deemed unacceptable and contrary to the expectations of District
governance.

Staff/student relationships shall reflect mutual respect between staff members and students
and shall support the dignity of the entire profession and educational process.

Violations of the above shall be considered serious and may result in severe disciplinary action.
Adopted: date of manual adoption

LEGAL REF.

CROSS REF.:
JIC - Student Conduct

1"
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IJNDB-R ©

REGULATION
USE OF TECHNOLOGY RESOURCES
IN INSTRUCTION

(Safety and use of Electronic
Information Services)

Use of the electronic information services (EIS) requires that the use of the resources be in accordance with the following guidelines and support the
education, research, and educational goals of the District. Filtering, menitoring, and access controls shall be established to:

e Limit access by minors to inappropriate matter on the Internet and World Wide Web.

o Monitor the safety and security of minors when using electronic mail, chat rooms, and other forms of direct electronic communications.

¢ Monitor for unauthorized access, including so-called "hacking”, and other unlawful activities by minors online.

o Restrict access by minors to materials harmful to minors.
Content Filtering
A content filtering program or similar technology shall be used on the networked electronic information system (EIS) as well as on standalone computers
capable of District authorized access to the Internet. The technology shall at a minimum limit access to obscene, profane, sexually oriented, harmful, or
illegal materials. Should a District adult employee have a legitimate need to obtain information from an access-limited site, the Superintendent may
authorize, on a limited basis, access for the necessary purpose specified by the employee's request to be granted access.

Monitoring

As a means of providing safety and security in direct electronic communications and to prevent abuses to the appropriate use of electronic equipment, all
computer access to the Internet through the District electronic information systems (EIS) or standalone connection shall be monitored periodically or
randomily through in-use monitoring or review of usage logs.

Access Control

Individual access to the EIS shall be by authorization only. Designated personnel may provide authorization to students and staff who have completed
and returned an electronic information services user agreement, The Superintendent may give authorization to other persons to use the EIS.

Acceptable Use
Each user of the EIS shall:
o Use the EIS to support personal educational objectives consistent with the educational goals and objectives of the School District.

o Agree not to submit, publish, display, or retrieve any defamatory, inaccurate, abusive, cbscene, profane, sexually oriented, threatening, racially
offensive, or illegal material.

o Abide by all copyright and trademark laws and regulations.

o Not reveal home addresses, personal phone numbers or personally identifiable data unless authorized to do so by designated school authorities.
¢ Understand that electronic mail or direct electronic communication is not private and may be read and monitored by school employed persons.

o Not use the network in any way that would disrupt the use of the network by others.

o Not use the EIS for commercial purposes.

Follow the District's code of conduct.

o Not attempt to harm, modify, add, or destroy software or hardware nor interfere with system security.

e Understand that inappropriate use may result in cancellation of permission to use the electronic information services (EIS) and appropriate
disciplinary action up to and including expulsion for students.

In addition, acceptable use for District employees is extended to include requirements to:
o Maintain supervision of students using the EIS.
¢ Agree to directly log on and supervise the account activity when allowing others to use District accounts.
o Take responsibility for assigned personal and District accounts, including password protection.

¢ Take all responsible precautions, including password maintenance and file and directory protection measures, to prevent the use of personal and
District accounts and files by unauthorized persons.

Each user will be required to sign an EIS user agreesment. A user who viclates the provisions of the agreement will be denied access to the information
services and may be subject to disciplinary action. Accounts may be closed and files may be deleted at any time. The District is not responsible for any
service interruptions, changes, or consequences.

Details of the user agreement shall be discussed with each potential user of the electronic information services. When the signed agreement is returned
to the school, the user may be permitted use of EIS resources through school equipment.

https://policy.azsba.org/asba/PrintViewer.jsp?printCollection=0 i
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GCQF-E©
EXHIBIT

DISCIPLINE, SUSPENSION, AND DISMISSAL
OF PROFESSIONAL STAFF MEMBERS

Upon a written statement of charges presented by the Superintendent and/or adopted by the Board
that cause exists to dismiss or suspend a teacher for more than ten (10) days without pay, due
process, written charges, and a hearing, if requested, shall be provided in accord with A.R.S. 15-539
et seq. and relevant regulations.

If charges have been adopted by the Governing Board stating cause, a teacher may be placed on
administrative leave by the Board, per A.R.S. 15-540.

When the Superintendent presents a statement of charges wherein the alleged cause for dismissal
constitutes immoral conduct, the Governing Board may adopt a resolution authorizing filing of a
complaint with the State Board of Education. Pending disciplinary action by the State Board of
Education on a Governing Board complaint alleging immoral conduct, a teacher may be reassigned
by the administrator or placed on administrative leave by the Board, per A.R.S. 15-540. When the
Superintendent reasonably suspects or receives a reasonable allegation that an act of immoral or
unprofessional conduct that would constitute grounds for dismissal or criminal charges by a
certificated person has occurred, a report shall be made to the Department of Education by the
Superintendent, per A.R.S. 15-514.

The Governing Board shall keep confidential the name of a student involved in a hearing for
dismissal, discipline, or action on a teacher's certificate, with exceptions as noted in A.R.S. 15-551.

https://policy.azsba.org/asba/PrintViewer.jsp?printCollection=0 mn
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GDQD ©
DISCIPLINE, SUSPENSION, AND DISMISSAL
OF SUPPORT STAFF MEMBERS

(Discipline)

Minor Disciplinary Action

A support staff member may be disciplined for any conduct that, in the judgment of the District, is
inappropriate. Minor disciplinary action includes, without limitation thereto, verbal or written
reprimands, suspension with pay, or suspension without pay for a period of five (5) days or less.
Minor disciplinary action shall be imposed by the support staff member's supervisor. A support staff
member who wishes to object to a minor disciplinary action shall submit a written complaint to the
supervisor's superior within five (5) work days of receiving notice of the disciplinary action. The
supervisor's superior will review the complaint and may confer with the support staff member, the
supervisor, and such other persons as the supervisor's superior deems necessary. The decision of
the supervisor's superior will be final.

Suspension without Pay for
More than Five Days

At-will employees. The employment of an at-will employee may be suspended without pay for a
period of more than five (5) days by action of the Superintendent for any conduct by the employee
that, in the judgment of the Superintendent, is inappropriate. Before suspending an at-will employee,
the Superintendent will inform the employee of intent to suspend the employee and will give the
employee an informal opportunity to explain why, in the employee's opinion, the suspension should
not be imposed. The Superintendent's decision will be final.

Term employees. The employment of a term employee may be suspended without pay for a period
of more than five (5) days by action of the Superintendent for any conduct that, in the judgment of
the Superintendent, is inappropriate. If the Superintendent intends to suspend a term employee
without pay for more than five (5) days, the notice and hearing procedures prescribed for the
dismissal of term employees shall be followed, except that the hearing officer shall be designated by
the Superintendent and the findings of the hearing officer shall be a final decision. At the
Superintendent's option, the Superintendent may request that the Governing Board act as the
hearing officer. If the hearing officer or the Governing Board finds that there is not cause to suspend
the employee without pay for more than five (5) days, the Superintendent may, after reviewing the
findings, impose minor disciplinary action.

Dismissal

At-will employees. The employment of an at-will employee may be terminated by action of the
Governing Board for any reason, or for no reason, with or without advance notice, as the Governing
Board desires. If the Superintendent recommends that the Governing Board terminate an at-will
employee, the recommendation shall be submitted to the Governing Board in writing and a copy of
the recommendation shall be delivered to the employee. The at-will employee may submit to the
Governing Board prior to the Board meeting a written response to the recommendation. [f the at-will
employee chooses to attend the Board meeting when the recommendation is considered, the
Governing Board may, in its discretion, permit the employee to address the Governing Board
concerning only the recommendation.

Term employees. The employment of a term employee may be terminated for cause by action of

the Governing Board at any time prior to the expiration of the term of employment. For the purposes
of this provision, cause means any conduct that, in the judgment of the District, is detrimental to the

hitps://policy.azsba.org/asba/PrintViewer.jsp?printCollection=0 13
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interests of the District or its personnel or students and shall include, without limitation thereto, the
following:

e Absence without leave e Incompetence or inefficiency

Insubordination

e Abuse of leave

e Alcohol or drug impairment Neglect of duty

e Child abuse or molestation Unauthorized possession of a weapon on

school grounds

e Discourteous treatment of the public ¢ Unauthorized use of school property

e Dishonesty Unlawful conduct

o Excessive absenteeism e Use of illegal drugs
e Fraud in securing employment o Violation of a directive of a supervisor
e |mproper attitude ¢ Violation of a District policy or regulation

If the Superintendent recommends termination of a term employee, a copy of the recommendation
shall be delivered to the employee. The employee may request a hearing within five (5) work days
after receipt of the recommendation. If a hearing is requested, the Superintendent shall deliver a
written notice of the time and place of the hearing and a written statement that gives the reasons for
the recommendation, a list of persons whom the Superintendent expects to testify in support of the
recommendation (together with a brief summary of what each person is expected to say), and a
general description of any other evidence that the Superintendent at the time believes may be
presented at the hearing in support of the recommendation.

The hearing shall be conducted by the Governing Board or by a person designated by the Governing
Board within not less than five (5) work days and not more than thirty (30) calendar days after a
request for hearing is submitted by the employee. The date of the hearing may be postponed by
stipulation of the employee and the District, or by and in the sole discretion of the Governing Board
or the hearing officer, or at the request of the aggrieved employee or the District for such reason or
reasons as the Governing Board or hearing officer may deem appropriate.

The employee may be represented at the hearing by counsel, at the employee's expense. The
employee shall have the opportunity to present witnesses and to cross-examine any witnesses
presented by the District. Formal rules of evidence shall not apply. A record of the hearing shall be
made by use of a mechanical device.

If a hearing officer is used, the hearing officer shall prepare a written statement of findings as to
whether there is cause for termination of the employee and submit it to the Governing Board within
ten (10) work days after the conclusion of the hearing. The Governing Board shall review the written
statement and, if desired, the record, and the Governing Board's decision whether to accept the
findings and whether to terminate employment or to impose other discipline shall be a final decision.

If the Governing Board conducts the hearing, it shall render a decision within ten (10) days after the
conclusion of the hearing.

General Matters
Failure to object to a disciplinary action or take other action within the time limitations set forth in this

policy shall mean that the employee does not wish to pursue the matter further. Complaints filed
after the expiration of the applicable time limitation will not be considered.

2/3
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The filing or pendency of a complaint or other form of grievance pursuant to this policy shall in no
way limit or delay action taken by the supervisor or the Superintendent authorized by this policy to
take such action.

A complaint relating to minor disciplinary action, suspension without pay for more than five (5) days,
or dismissal shall not be processed as a grievance.

None of the procedures of this policy shall alter the status of an at-will employee.
This policy does not apply to:

¢ Any administrative recommendation or Governing Board action, discussion, or consideration
involving the nonrenewal of a term employee.

¢ Ratings, comments, and recommendations made in the course of an evaluation of a support
staff member.

¢ The decision of the Superintendent to place a support staff member on administrative leave.
e Counseling of or directives to a support staff member regarding future conduct.
Adopted: date of manual adoption

LEGAL REF.:
AR.S.

CROSS REF.:
DKA - Payroll Procedures/Schedules
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GBEB-R©

REGULATION

STAFF CONDUCT

No employee, while on or using school property, otherwise acting as an agent, or working in an official capacity for the
District shall engage in:

A. Physical or verbal abuse of, or threat of harm to, anyone.

B. Causing damage, or threat of damage, to property of the District or property of a member of the community or a
visitor to the school when the property is located on premises controlled by the District.

C. Forceful or unauthorized entry to or occupation of District facilities, including buildings and grounds.
D. Use, possession, distribution, or sale of alcohol or of drugs or other illegal substances.
E. Use of profane or abusive language, symbols, or conduct.

F. Failure to comply with lawful direction of District officials, security officers, or any other law-enforcement officer,
or failure to identify oneself to such officials or officers when lawfully requested to do so.

G. The carrying or possession of a weapon on school grounds without authorization from the appropriate
school administrator.

H. A violation of District policies and regulations.
I.  Any conduct violating federal, state, or applicable municipal law or regulation.

J.  Any other conduct that may obstruct, disrupt, or interfere with teaching, research, service, administrative,
or disciplinary functions of the District, or any other activity sponsored or approved by the Board.

K. The use of District resources, as defined in A.R.S. 15-511 and District Policy GBI, Staff Participation in Political
Activities, to influence the outcome of an election

In addition to the foregoing, all staff members are expected to:

A. Thoroughly acquaint themselves with the rules, regulations, and other information applicable to them contained
within the policies of the Board.

B. Conduct themselves in a manner consistent with effective and orderly education and to protect the students and
the District property.

C. Maintain order in a manner consistent with District policies and regulations.
D. Comply promptly with all orders of the Superintendent and the administrator who is their immediate supervisor.

E. Dress and maintain a general appearance that reflects their position and does not detract from the
educational program of the school.

F. Comply with the requirement of A.R.S. 15-515 by immediately reporting to the Superintendent or
the administrator who is their immediate supervisor:

1. A violation of A.R.S. 13-3102 [possession of a deadly weapon on school grounds].

2. A violation of A.R.S. 13-3111 [possession of a firearm by a minor without authorization (in Maricopa
and Pima Counties and where otherwise adopted by local ordinance})].

3. Aviolation of A.R.S. 13-3411 [possession, use, or intent to sell marijuana, peyote, or dangerous or narcotic
drugs, or intent to sell prescription-only drugs in a drug-free school zone (i.e., school grounds and the area
within three hundred [300] feet and public property within one thousand [1,000] feet of school grounds, the
area at a school bus stop, and a school bus)].

Any administrator receiving a report of a violation of A.R.S. 13-3102, 13-3111, or 13-3411 shall immediately report such
violation to a peace officer in compliance with A.R.S. 15-515.

Employees of the District who violate these rules are subject to disciplinary action.
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«AFTER THE FACT” PURCHASE ORDERS”
What is it?
An “After The Fact Purchase Order” is any one of the following:

a) A purchase order thatis issued after an item has been received/picked-up

b) A purchase order that is issued after a service has begun or been completed.

¢) A preview item that is delivered without a purchase order and is then
purchased. '

d) Calling in the order to the vendor prior to receiving a copy of the purchase
order or at a minimum, an authorized purchase order number.

¢) Sending the purchase requisition to the vendor in advance of the purchase
order

f) Making reservations or scheduling services without a purchase order.

Why is an “After the Fact” purchase order so bad?

a) A purchase order is the only legal commitment to spend district funds.

b) A purchase order insures that procurement rules have been followed for the
purchase and that budget funds have been properly approved.

¢) Phoning or faxing your order in with a requisition, leads to double shipments
that may have to be charged to the school site.

d) Our auditors will note an “After the Fact” purchase as a yiolation of the
procurement rules.

What can we do?

a) Wait until you have your purchase order in hand before ordering any goods
or allowing any services to begin.

b) Submit “services” and “registrations” requisitions at least two weeks prior to
start of services and list actual start date of contract or the actual conference
dates.

¢) Contact district office if you need any help expediting your order.

d) If you are not sure about a particular purchase, contact district office.

What should we not do?

a) Do not phone or fax in purchase requisitions.

b) Do not list start date on contract as the date you signed the consultant
contract.

¢) Do not allow a consultant to begin working without a purchase order.

d) Do not order a preview item without a purchase order.

¢) Do not make any reservations without a purchase order.



