
International American Education Federation, Inc., d/b/
a International Leadership of Texas

August 15, 2018 Regular Meeting

Date and Time
Wednesday August 15, 2018 at 6:15 PM CDT

Location
1820 N. Glenville Dr., #100 | Richardson, TX 75081

Meeting Notice & Mission Statement
In compliance with the Texas Open Meetings Act, the Texas Government Code, Chapter 551,
timely public advance written notice (at least 72 hours before the scheduled time of the meeting)
is given of the subjects the Board of Directors of International Leadership of Texas (the "Board"),
and the Board will convene a Regular Open Meeting of the Board of Directors of International
Leadership of Texas on the date and time and location set forth herein. It is the intent of the
Board to have a quorum physically present at the above address. Board members not physically
present may participate by live two-way video and audio feed in accordance with the Texas Open
Meetings Act. If a quorum of the Board cannot be physically present at the above address, it is
the intent to have the presiding officer physically present at the above address. The Board
hereby certifies that this notice was posted on a bulletin board or on something akin thereto or at
a place readily accessible and convenient to the public at 1820 N. Glenville Dr., #100,
Richardson, TX 75081, as well as online at www.ILTexas.org. The items on this Agenda may be
taken in any order. The mission of ILTexas is to prepare students for exceptional leadership roles
in the international community by emphasizing servant leadership, mastering the English,
Spanish, and Chinese languages, and strengthening the mind, body and character.

/s/ Finn Simmensen, For ILTexas' Board

Agenda
Purpose Presenter Time

I. Opening Items 6:15 PM

A. Record Attendance and Guests

B. Call the Meeting to Order

C. Approve Minutes of the June 20, 2018
Regular Meeting

Approve
Minutes

Approve minutes for Board of Directors' Monthly Meeting on June 20, 2018
D. Approve Minutes of the July 24, 2018

special Meeting
Approve
Minutes

Approve minutes for July 24, 2018 Special Meeting of the Board of Directors
on July 24, 2018
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II. Public Speakers

III. Reports 6:15 PM

A. CAO Report FYI Dr. Laura
Carrasco-
Navarrete

B. CEO Report FYI Dr. Alan
Seay

Chief Executive Officer Dr. Alan Seay will present the CEO Report.

IV. Board Action Items 6:15 PM

A. CONSIDER/ACT ON APPROVAL OF JUNE,
2018 FINANCIAL REPORT (END OF YEAR)

Vote Ronald
Kuehler

Consider and take possible action to approve the June, 2018 Financial Report,
which comprises an End of Year Report.

B. CONSIDER/ACT ON APPROVAL OF JULY,
2018 FINANCIAL REPORT

Vote Ronald
Kuehler

Consider/Act to approve the July, 2018 Financial Report.

C. CONSIDER/ACT ON Approval of ILTexas
CNAs and CIPs

Vote Dr. Alan
Seay

Consider/Act to approve ILTexas Comprehensive Needs Assessments (CNAs)
and Campus Improvement Plans (CIPs).

D. CONSIDER/ACT ON PROCURING STAFF
DEVELOPMENT WAIVERS FROM TEA

Vote Dr. Alan
Seay

Consider/Act on filing requests with the Texas Education Agency to grant
waivers for staff development days.
*** RESOLUTION FOR SIGNATURE ***

E. CONSIDER/ACT ON 2018-2019 ILTEXAS
STUDENT CODE OF CONDUCT

Vote Dr. Alan
Seay

Consider and take possible action to approve revisions of the ILTexas
Student-Parent Handbook and Code of Conduct for the 2018-2019 School
Year.

F. CONSIDER/ACT ON ILTEXAS EMPLOYEE
HANDBOOK

Vote Dr. Alan
Seay

Consider and take possible action to approve revisions of the ILTexas
Employee Handbook for the 2018-2019 School Year.

G. CONSIDER/ACT TO APPROVE UPDATING
COLLEGE STATION K-8 CAMPUS ADDRESS

Vote Alan Seay

Consider/Act to approve filing a non-expansion charter amendment request to
amend the street address of the ILTexas College Station K-8 campuses as
required by city and Fire Department: 3610 LONGMIRE DR COLLEGE STATION
TX 77845 (north corner of same block).
*** RESOLUTION FOR SIGNATURE ***

V. Executive Closed Session 6:15 PM

A. Authorization Discuss

If during the course of the meeting covered by this notice, the Board
should determine that a closed or executive meeting or session of the
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Board should be held or is required, then such closed or executive
meeting or session as authorized by Chapter 551 of the Texas
Government Code (the Open Meetings Act) will be held by the Board at
the date, hour, and place given in this notice or as soon after the
commencement of the meeting covered by this notice as the Board may
conveniently meet in such closed or executive session concerning any
and all subjects and for any and all purposes permitted by Section
551.071 through Section 551.084 inclusive of said Open Meetings Act.

VI. Board Action Items 6:15 PM

A. CONSIDER/ACT ON MATTERS DISCUSSED
IN CLOSED SESSION

Vote

Consider and act on matters discussed in Executive Session and any
remaining Agenda Items as needed.

VII. Closing Items 6:15 PM

A. Adjourn Meeting Vote
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Cover Sheet

Approve Minutes of the June 20, 2018 Regular Meeting

Section: I. Opening Items
Item: C. Approve Minutes of the June 20, 2018 Regular Meeting
Purpose: Approve Minutes
Submitted by:
Related Material:
Minutes for Board of Directors' Monthly Meeting on June 20, 2018
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International American Education Federation,
Inc., d/b/a International Leadership of Texas

Minutes

Board of Directors' Monthly Meeting

Date and Time
Wednesday June 20, 2018 at 6:15 PM

Location
1820 N. Glenville Dr., #100 | Richardson, TX 75081

Meeting Notice & Mission Statement
In compliance with the Texas Open Meetings Act, the Texas Government Code, Chapter
551, timely public advance written notice (at least 72 hours before the scheduled time
of the meeting) is given of the subjects the Board of Directors of International
Leadership of Texas (the "Board"), and the Board will convene a Regular Open Meeting
of the Board of Directors of International Leadership of Texas on the date and time and
location set forth herein. It is the intent of the Board to have a quorum physically
present at the above address. Board members not physically present may participate
by live two-way video and audio feed in accordance with the Texas Open Meetings Act.
If a quorum of the Board cannot be physically present at the above address, it is the
intent to have the presiding officer physically present at the above address. The Board
hereby certifies that this notice was posted on a bulletin board or on something akin
thereto or at a place readily accessible and convenient to the public at 1820 N.
Glenville Dr., #100, Richardson, TX 75081, as well as online at www.ILTexas.org. The
items on this Agenda may be taken in any order. The mission of ILTexas is to prepare
students for exceptional leadership roles in the international community by
emphasizing servant leadership, mastering the English, Spanish, and Chinese
languages, and strengthening the mind, body and character.

/s/ Finn Simmensen, For ILTexas' Board

Directors Present
Dr. Lynne Beach, Edwin Flores, Major General James Williams, Tracy Cox

Directors Absent
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Curtis Donaldson

Directors Left Early
Tracy Cox

Guests Present
Alan Seay, Clayton Greenberg, Dr. Laura Carrasco, Eddie Conger, Finn Simmensen,
Ronald Kuehler

I. Opening Items

A. Record Attendance and Guests

B. Call the Meeting to Order
Major General James Williams called a meeting of the board of directors of
International American Education Federation, Inc., d/b/a International Leadership
of Texas to order on Wednesday Jun 20, 2018 @ 6:44 PM at 1820 N. Glenville Dr.,
#100 | Richardson, TX 75081.

C. Approve Minutes
Tracy Cox made a motion to approve minutes from the Board of Directors'
Monthy Meeting on 05-16-18.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.

II. Reports

A. SUPERINTENDENT'S REPORT
Superintendent Eddie Conger delivered the Superintendent's Report.

B. CAO Report
Chief Academic Officer Dr. Laura Carrasco-Navarrete delivered the CAO Report.

C. CEO Report
Chief Executive Officer Dr. Alan Seay delivered the CEO Report.

III. Board Action Items

A. CONSIDER/ACT ON PROCURING LOW ATTENDANCE WAIVERS FROM TEA
Edwin Flores made a motion to approve application for Low Attendance Waivers.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.

B. CONSIDER/ACT ON RESOLUTION TO FILE NON-EXPANSION AMENDMENT RE
CAMPUS OPENINGS

Tracy Cox made a motion to approve filing the Amendment Request to postpone
the specified openings.
Edwin Flores seconded the motion.
The board VOTED unanimously to approve the motion.

C. CONSIDER/ACT ON UPDATING ALL TEA RECORDS OF ILTEXAS CAMPUS NAMES
AND ADDRESSES
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Edwin Flores made a motion to approve filing Amendment Request to update
campus names.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.

D. CONSIDER/ACT ON APPROVAL OF MAY, 2018 FINANCIAL REPORT
Tracy Cox made a motion to approve the May, 2018 Financial Report.
Edwin Flores seconded the motion.
The board VOTED unanimously to approve the motion.

E. CONSIDER/ACT ON EXPENDITURES EXCEEDING $50,000
Edwin Flores made a motion to approve the listed expenditures.
Tracy Cox seconded the motion.
The board VOTED unanimously to approve the motion.

F. CONSIDER/ACT ON RESOLUTION APPROVING AGREEMENT WITH CHARTER ASSET
MANAGEMENT LP

Edwin Flores made a motion to approve the financing Agreement.
Tracy Cox seconded the motion.
The board VOTED unanimously to approve the motion.

G. CONSIDER/ACT ON AUTHORIZING CEO TO AMEND THE FISCAL YEAR 2018 BUDGET
Tracy Cox made a motion to authorize the Chief Executive Officer to amend the
final 2017-18 budget to actual revenues and expenditures, and to report the
budget to the Board before September 1, 2018.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.

H. CONSIDER/ACT ON BUDGET FOR FISCAL YEAR 2019
Dr. Lynne Beach made a motion to approve the budget amendment.
Edwin Flores seconded the motion.
The board VOTED unanimously to approve the motion.

I. DISCUSS/CONSIDER BOARD COMMITTEES
Maj. Gen. James Williams discussed proposed committees and their membership
with the other Members.

IV. Executive Closed Session

A. Authorization
The Board retired to Executive Session at 8:02 p.m.

V. Action Items II

A. CONSIDER PURCHASE OF REAL ESTATE
Edwin Flores made a motion to table this item.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.
Tracy Cox left early.

B. CONSIDER DIRECTIONS FROM BOARD TO CEO
This Agenda Item was tabled at the instance of Board President Maj. Gen. James
Williams.
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VI. Closing Items

A. Adjourn Meeting
Edwin Flores made a motion to adjourn the meeting.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.
There being no further business to be transacted, and upon motion duly made,
seconded and approved, the meeting was adjourned at 8:00 PM.

Respectfully Submitted,
Finn Simmensen
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Cover Sheet

Approve Minutes of the July 24, 2018 special Meeting

Section: I. Opening Items
Item: D. Approve Minutes of the July 24, 2018 special Meeting
Purpose: Approve Minutes
Submitted by:
Related Material:
Minutes for July 24, 2018 Special Meeting of the Board of Directors on July 24, 2018
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International American Education Federation,
Inc., d/b/a International Leadership of Texas

Minutes

July 24, 2018 Special Meeting of the Board of Directors

Date and Time
Tuesday July 24, 2018 at 6:15 PM

Location
1820 N. Glenville Dr., Suite 100, Richardson, TX 75081

Meeting Notice & Mission Statement
In compliance with the Texas Open Meetings Act, the Texas Government Code, Chapter
551, timely public advance written notice (at least 72 hours before the scheduled time
of the meeting) is given of the subjects the Board of Directors of International
Leadership of Texas (the "Board"), and the Board will convene a Special Open Meeting
of the Board of Directors of International Leadership of Texas on the date and time and
location set forth herein. It is the intent of the Board to have a quorum physically
present at the above address. Board members not physically present may participate
by live two-way video and audio feed in accordance with the Texas Open Meetings Act.
If a quorum of the Board cannot be physically present at the above address, it is the
intent to have the presiding officer physically present at the above address. The Board
hereby certifies that this notice was posted on a bulletin board or on something akin
thereto or at a place readily accessible and convenient to the public at 1820 N.
Glenville Dr., #100, Richardson, TX 75081, as well as online at www.ILTexas.org. The
items on this Agenda may be taken in any order. The mission of ILTexas is to prepare
students for exceptional leadership roles in the international community by
emphasizing servant leadership, mastering the English, Spanish, and Chinese
languages, and strengthening the mind, body and character.

/s/ Finn Simmensen, For ILTexas' Board

Directors Present
Dr. Lynne Beach, Major General James Williams, Tracy Cox

Directors Absent
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None

Guests Present
Alan Seay, Finn Simmensen

I. Opening Items

A. Record Attendance and Guests

B. Call the Meeting to Order
Major General James Williams called a meeting of the board of directors of
International American Education Federation, Inc., d/b/a International Leadership
of Texas to order on Tuesday Jul 24, 2018 @ 6:11 PM at 1820 N. Glenville Dr.,
Suite 100, Richardson, TX 75081.

II. Board Action Items

A. DISCUSS/ACT TO APPROVE REVISION OF SPECIAL EDUCATION PROCEDURES
MANUAL

Dr. Lynne Beach made a motion to approve the revised SPED Manual.
Tracy Cox seconded the motion.
The board VOTED unanimously to approve the motion.
Dr. Alan Seay briefed the Board on the need for the SPED Manual revision.

B. DISCUSS/ACT TO APPROVE WORKING CAPITAL LOAN
Dr. Seay briefed the Board on the proposed Working Capidal Loan and answered
Members' questions.
Tracy Cox made a motion to approve entering into the Working Capital Loan.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.

III. Closing Items

A. Adjourn Meeting
Tracy Cox made a motion to adjourn the meeting.
Dr. Lynne Beach seconded the motion.
The board VOTED unanimously to approve the motion.
There being no further business to be transacted, and upon motion duly made,
seconded and approved, the meeting was adjourned at 6:18 PM.

Respectfully Submitted,
Finn Simmensen
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Cover Sheet

CAO Report

Section: III. Reports
Item: A. CAO Report
Purpose: FYI
Submitted by:
Related Material: Carrasco Board Report _ 08 15 2018.pdf
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Content Project/Goal Campus Grade Progress

All July and August District-wide Professional Development season 

comes to a close today.  Highlights included hosting: 3 Day 

Leadership Retreat for Principals, Districtwide C&I Kick-Off on July 

23 for all campus ICs, District and Area Academic Dept., a two day 

New Teacher Induction Workshops, which included a 1/2 Day 

Welcome and luncheon for all new to ILTexas employees 

(highlighting areas unique to our mission and what sets us apart), 

districtwide PBIS sessions, Five Seperate 2 hour convocation events 

led by our area superintendients in which our teachers of the year were 

celebrated and 5 year pins awarded.  Another highlight for our district 

was a districtwide C&I Day during which teachers came together by 

content area.  Further, principals had 4 campus 'principal days' to 

address and provide campus specific professional development for 

their teachers.  

All All Complete

Department 

OKRs
Objectives and key results (OKR) is a framework for defining and 

tracking objectives and their outcomes. It has been used by several 

major companies such as Google, LinkedIn, Twitter, nd Uber and 

based off of the book, "Measure What Matters" by John Doerr.  

The ILTexas Curriculum department has set  OKRs, and each 

department has developed team OKRs supporting and stemming from 

our districtwide department OKRs.  The Five Focus Areas/Objectives 

for the 2018-2019 school year, which will be monitored monthly 

during first Friday huddle, are:  (1) Student Growth, (2) Good First 

Instruction/Tier 1 Instruction (with a focus on 3-5), (3) Reading and 

Writing Across the curriculum, (4) Improving Math scores (STAAR) 

by at least 5%, and (5) Improve Communication on our Instructional 

Focus, Resources, and Support. 

New

Green= In 

Progress/ New                           

Blue = Ongoing                                   

Red=complete

Curriculum, Instruction, Assessment & Professional Development Board Report                                                                    

Presented by: Dr. Laura Carrasco, Chief Academic Officer, 8/15/2018                                      
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Chinese  - 

Xiaoyan 

Wang, 

Spanish - 

Adriana 

Fletes 

Welomed 67 new International Teachers.  These 68 teachers will be 

teaching Chinese, Spanish DLI or Spanish as a foreign language for 

ILTexas throughout the district.  Their training was organized and led 

by the ILTexas International Department.  The best is yet to come for 

these teachers!

All ALL 

LEVE

LS

Complete

Leadership

/CTE 

As part of the 1st Period Leadership Class, ILTexas will welcome our 

first VIP/Guest Speaker on August 22nd.  Guest Speaker:         Amy 

Celico is a Principal of Albright Stonebridge Group (ASG), and leads 

the firm’s China team in Washington, DC. Drawing on more than 20 

years of experience on issues in the region, Prior to joining the firm, 

Ms. Celico served as Senior Director for China Affairs at the Office of 

the U.S. Trade Representative, where she was responsible for 

developing negotiating positions on issues related to China’s non-

financial services sectors and intellectual property rights policies. She 

was also involved in developing trade policy positions for bilateral 

discussions with China through the Strategic Economic Dialogue and 

the U.S.-China Joint Commission on Commerce and Trade. 

Previously, Ms. Celico served as Deputy Director of the Office of the 

Chinese Economic Area at the U.S. Department of Commerce.  She 

also worked at the U.S. State Department, where she served as an 

intelligence analyst in the Bureau of Research and Intelligence, and as 

a Vice Consul for economic affairs at the U.S. Consulate in Shanghai. 

Ms. Celico serves on the Board of Directors of the National 

Committee on U.S.-China Relations and is a Senior Associate (Non-

resident) to the Simon Chair in Political Economy at the Center for 

Strategic and International Studies. She has been interviewed on U.S.-

China trade issues by news outlets including Bloomberg, CNBC, The 

Financial Times, National Public Radio, The New York Times, and 

The Wall Street Journal, and speaks regularly about these issues at 

conferences and other forums.  

All High 

School 

Campuse

s 

##### New

CAO ILTexas CAO was invited to serve on the expert panel at the VIPKid 

Journeys conference held on 8/8/2018 with an opportunity to meet and 

personally invite Former First Lady Laura Bush to ILTexas.  

N/A N/A New

Fine Arts - 

Betsy 

Compton

The ILTexas 5th Annual Fine Arts Competition will be Monday, 

November 5th for all DFW area schools and Saturday, November 11th 

for all Houston/College Station schools.  Committees will start 

meeting in the next few weeks to plan these amazing opportunities for 

our students to compete in Music, Dance, Theatre, and Art.  The top 

winners will advance to our first ever Charter Invitational, hosted by 

ILTexas this spring.

All ALL 

LEVE

LS

New
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Cover Sheet

CEO Report

Section: III. Reports
Item: B. CEO Report
Purpose: FYI
Submitted by:
Related Material: 2017-18 Preliminary FIRST rating from TEA.pdf

2018 TEA Report Card District.pdf
CEO Update.pdf
District Enrollment Report August 14.pdf
ILTexas Org Chart 2018.pdf
TCSA Annual Conference Board.pdf
TCSA Conference Board Workshop - Oct. 26.pdf
TEA Ratings Campus.docx
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8/15/2018 Charter School Status Detail

https://tealprod.tea.state.tx.us/Tea.CharterFirst.Web/Forms/DistrictStatusDetail.aspx 1/3

 
 User: ronald.kuehler 
 User Role: District 

Rating Year: 2017-2018  CDN: 057848

Select An Option  Help  Home  Exit

 
 
 

2017-2018 Ratings Based on Fiscal Year 2017 Data - Charter School Status Detail

 
 

Charter School Status Detail Indicator Detail Summary Determination of Ratings

Size-Dependent Indicators

INTERNATIONAL LEADERSHIP OF TEXAS (ILT)(057848)

Status  Indicator
Num Indicator Description Updated Score

P †1 1

Was the complete annual financial report (AFR)
and charter school financial data submitted to
TEA within 30 days of the November 27 or
January 28 deadline depending on the charter
school’s fiscal year end date of June 30 or
August 31, respectively?

8/1/2018 10:27:28
AM YES

P †1 2A

Was there an unmodified opinion in the AFR on
the financial statements as a whole? (The
American Institute of Certified Public
Accountants (AICPA) defines unmodified opinion.
The external independent auditor determines if
there was an unmodified opinion.)

8/1/2018 10:27:28
AM YES

  2B

Did the external independent auditor report that
the AFR was free of any instance(s) of material
weaknesses in internal controls over financial
reporting and compliance for local, state, or
federal funds? (The AICPA defines material
weakness.)

8/1/2018 10:27:28
AM -

P †1 3

Was the charter school in compliance with the
payment terms of all debt agreements at fiscal
year end? (If the charter school was in default in
a prior fiscal year, an exemption applies in
following years if the charter school is current on
its forbearance or payment plan with the lender
and the payments are made on schedule for the
fiscal year being rated. Also exempted are
technical defaults that are not related to
monetary defaults. A technical default is a failure
to uphold the terms of a debt covenant,
contract, or master promissory note even though
payments to the lender, trust, or sinking fund
are current. A debt agreement is a legal
agreement between a debtor (person, company,
etc. that owes money) and their creditors, which
includes a plan for paying back the debt.)

8/1/2018 10:27:28
AM YES
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8/15/2018 Charter School Status Detail

https://tealprod.tea.state.tx.us/Tea.CharterFirst.Web/Forms/DistrictStatusDetail.aspx 2/3

P †1 4 Did the charter school make timely payments to
the Teachers Retirement System (TRS), Texas
Workforce Commission (TWC), Internal Revenue
Service (IRS), and other government agencies?

8/1/2018 10:27:28
AM

YES

P †1 5

Was the total net asset balance in the Statement
of Financial Position for the charter school
greater than zero? (If the charter school's
change of students in membership over 5 years
was 7 percent or more, then the charter school
passes this indicator.) (New charter schools that
have a negative net asset balance will pass this
indicator if they have an average of 7 percent
growth in students year over year until it
completes its fifth year of operations. After the
fifth year of operations, the calculation changes
to the 7 percent increase in 5 years.)

8/1/2018 10:51:00
AM YES

  6

Was the number of days of cash on hand and
current investments for the charter school
sufficient to cover operating expenses? The
calculation will use expenses, excluding
depreciation. For government charter schools,
pension expense will be excluded.

8/1/2018 10:27:28
AM 10

  7
Was the measure of current assets to current
liabilities ratio for the charter school sufficient to
cover short-term debt?

8/1/2018 10:27:28
AM 4

  8

Was the ratio of long-term liabilities to total
assets for the charter school sufficient to support
long-term solvency? (If the charter school's
change of students in membership over 5 years
was 7 percent or more, then the charter school
passes this indicator.) (New charter schools that
have a negative net asset balance will pass this
indicator if they have an average of 7 percent
growth in students year over year until it
completes its fifth year of operations. After the
fifth year of operations, the calculation changes
to the 7 percent increase in 5 years.)

8/1/2018 10:52:00
AM 10

  9

Did the charter school’s revenues equal or
exceed expenses, excluding depreciation? If not,
was the charter school’s number of days of cash
on hand greater than or equal to 40 days? The
calculation will use expenses, excluding
depreciation. For government charter schools,
pension expense will be excluded.

8/1/2018 10:27:28
AM 10

  10 Was the debt service coverage ratio sufficient to
meet the required debt service?

8/1/2018 10:27:28
AM 0

  11 Was the charter school’s administrative cost ratio
equal to or less than the threshold ratio?

8/1/2018 10:27:28
AM 10

  12

Did the charter school not have a 15 percent
decline in the students to staff ratio over 3 years
(total enrollment to total staff)? (If the student
enrollment did not decrease, the charter school
will automatically pass this indicator.)

8/1/2018 10:27:28
AM 10

  13

Did the comparison of Public Education
Information Management System (PEIMS) data
to like information in the charter school’s AFR
result in a total variance of less than 3 percent
of all expenses by function?

8/1/2018 10:27:28
AM 10

  14

Did the external independent auditor indicate the
AFR was free of any instance(s) of material
noncompliance for grants, contracts, and laws
related to local, state, or federal funds? (The
AICPA defines material noncompliance.)

8/1/2018 10:27:28
AM 10
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  15 Did the charter school not receive an adjusted
repayment schedule for more than one fiscal
year for an over-allocation of Foundation School
Program (FSP) funds as a result of a financial
hardship?

8/1/2018 10:27:28
AM

10

    84 Weighted
Sum

    1 Multiplier
Sum

    84 Score
 

 
 
†1: must pass 1, 3, 4, 5 and 2A

 
 
 

Options
 

Print  

 
 
 
 

Audit Home Page: Financial Compliance Division | Send comments or suggestions to financialaccountability@tea.texas.gov
The Texas Education Agency 

1701 North Congress Avenue · Austin, Texas, 78701 · (512) 463-9095
Copyright © Texas Education Agency (TEA) 2007-2017

 
 

This website is best viewed in Internet Explorer 6.0 and above. 
 charterfirst 3.0.3.18
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INTERNATIONAL LEADERSHIP OF TEXAS

STUDENT ACHIEVEMENT

B
85 out of 100

The Student Achievement domain tells us
how much students know and are able to
do at the end of the school year.

SCHOOL PROGRESS

B
86 out of 100

The School Progress domain shows us how
students are performing over time and
compares that progress to similar schools.

CLOSING THE GAPS

C
77 out of 100

The Closing the Gaps domain tells us how
well di�erent populations of students in a
district are performing.

26 Schools 16,131 Students Enrolled

HOW WELL IS THIS DISTRICT PERFORMING
OVERALL?

Not Rated

This district was impacted by Hurricane Harvey and did not
receive an overall rating or grade.

UNDERSTANDING OVERALL PERFORMANCE

This report card is designed to tell us how well we are helping
students reach grade level and how well we are preparing them
for success after high school. Much like the grades we give
students, we can use these grades to identify ways to help
schools improve over time. The overall grade is based on
performance in three di�erent areas, or domains, which are
noted below.
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INTERNATIONAL LEADERSHIP OF TEXAS

STUDENT ACHIEVEMENT

SCHOOL PROGRESS

CLOSING THE GAPS

SCORE % OF GRADE

STAAR Performance 73 40%

College, Career, and Military Readiness 91 40%

Graduation Rate 95 20%

Total 85 100%

SCORE

Academic Growth 59

Relative Performance 86

Total 86

The higher of
Growth or

Performance is used.

SCORE % OF GRADE

Grade Level Performance 29 50%

Academic Growth/Graduation Rate 8 10%

English Language Pro�ciency 100 10%

Student Achievement 100 30%

Total 77 100%

FINANCE SUMMARY 2016-17

FINANCIAL INTEGRITY RATING SYSTEM OF TEXAS (FIRST)

A
100 out of 100
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International Leadership of Texas 
Dr. Alan Seay, Chief Executive Officer 

1820 N Glenville Dr., #100 
Richardson, TX 75081 
972.479.9078   aseay@iltexas.org 

 
 
  
Date: August 15, 2018 
 
To: IAEF/ILTX Board 
 
Re: CEO Update 
 

1. Enrollment Report  
a. August 14 Enrollment = 19,828 

2. HR Report  
3. Financial Integrity Rating System of Texas (FIRST) Preliminary Rating – 

FY17 
a. District Rating = B 

4. Student Accountability District Rating 
a. District Student Performance Rating = Not Rated    (B) 
b. District Finance Rating (FY16) - A 

5. Operations Report 
a. Lancaster and Windmill Lakes HS delayed start (August 20) 
b. Insurance Claim 

6. TCSA Annual Convention 
a. Oct. 23 – 26, Marriot Marquis, Houston, TX 
b. Board Workshop, Oct. 26 

7. 2018 – 19 ILTexas Organizational Chart 
8. Other Information Items 
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ILTX Enrollment Report
August 14, 2018

Total Enrolled Waiting List
19828 8445

Grade Total Enrolled Waiting List
9 198 1

10 194 0
11 180 1
12 113 0

Total 685 2

Grade Total Enrolled Waiting List
9 239 0

10 191 0
11 104 0
12 122 0

Total 656 0

Grade Total Enrolled Waiting List
9 244 1

10 188 0
11 122 0
12 67 0

Total 621 1

Grade Total Enrolled Waiting List
9 242 0

10 165 0
11 57 0
12 0 0

Total 464 0

Grade Total Enrolled Waiting List
9 66 0

Total 66 0

Katy/Westpark High School (018)

Windmill Lakes High School

Garland High School (003)

DISTRICT-WIDE

Arlington-Grand Prairie High School (006)

Keller-Saginaw High School (009)
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ILTX Enrollment Report
August 14, 2018

Grade Total Enrolled Waiting List
9 69 0

Total 69 0

Grade Total Enrolled Waiting List
9 44 5

Total 44 5

Grade Total Enrolled Waiting List
K 160 90
1 166 148
2 159 117
3 161 125
4 154 87
5 159 149
6 150 125
7 156 90
8 153 47

Total 1418 978

Grade Total Enrolled Waiting List
K 130 1
1 159 37
2 161 68
3 153 56
4 156 70
5 157 80
6 158 122
7 157 63
8 151 1

Total 1382 498

Garland K-8 (001/002)

Lancaster K-8 (019/020)

Lancaster High School 

East Fort Worth High School
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ILTX Enrollment Report
August 14, 2018

Grade Total Enrolled Waiting List
K 148 77
1 144 137
2 140 125
3 139 119
4 131 142
5 113 131
6 116 114
7 130 89
8 121 56

Total 1182 990

Grade Total Enrolled Waiting List
K 120 2
1 154 7
2 158 41
3 153 11
4 149 58
5 159 62
6 152 44
7 155 21
8 89 0

Total 1289 246

Grade Total Enrolled Waiting List
K 164 104
1 158 147
2 157 122
3 158 119
4 158 154
5 156 91
6 156 95
7 154 75
8 153 26

Total 1414 933

Grand Prairie K-8 (010/011)

Arlington K-8 (004/005)

East Fort Worth K-8 (021/022)
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ILTX Enrollment Report
August 14, 2018

Grade Total Enrolled Waiting List
K 159 275
1 162 212
2 161 174
3 154 131
4 153 124
5 145 108
6 153 86
7 151 52
8 136 1

Total 1374 1163

Grade Total Enrolled Waiting List
K 161 119
1 158 119
2 161 120
3 161 98
4 156 76
5 155 64
6 156 77
7 156 29
8 145 0

Total 1409 702

Grade Total Enrolled Waiting List
K 160 132
1 158 113
2 159 98
3 154 101
4 155 60
5 159 51
6 159 79
7 141 0
8 114 0

Total 1359 634

Keller K-8 (007/008)

North Richland Hills K-8 (012/013)

Saginaw K-8 (023/024)
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ILTX Enrollment Report
August 14, 2018

Grade Total Enrolled Waiting List
K 158 231
1 160 176
2 155 130
3 151 98
4 155 131
5 148 88
6 152 94
7 141 2
8 130 2

Total 1350 952

Grade Total Enrolled Waiting List
K 159 57
1 154 101
2 167 79
3 155 83
4 155 86
5 157 87
6 153 31
7 158 37
8 151 7

Total 1409 568

Grade Total Enrolled Waiting List
K 160 18
1 162 97
2 160 50
3 156 61
4 155 41
5 157 80
6 157 75
7 154 39
8 119 1

Total 1380 462

Westpark K-8 (016/017)

Houston Windmill K-8 (025/026)

Katy K-8 (014/015)
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ILTX Enrollment Report
August 14, 2018

Grade Total Enrolled Waiting List
K 163 25
1 134 14
2 157 13
3 162 53
4 157 32
5 141 18
6 152 111
7 124 13
8 80 2

Total 1270 281

Grade Total Enrolled Waiting List
K 164 29
1 128 1
2 133 0
3 119 0
4 119 0
5 125 0
6 105 0
7 57 0
8 35 0

Total 985 30

Houston Orem K-8 (027/028)

College Station K-8
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Chief Executive Officer

Seay

Superintendent/Founder

Conger

Communications

Vacant

Academics

Carrasco

Professional 
Development

Aguilar

Testing and Data

Harrod

Area Sup’t
Tarrant

Chapasko

Area Sup’t
Houston

Orozco

Area Sup’t
Dallas/Student 

Services
Palagonia

SPED

Urbina

Student Support

Marcellus

Deputy Supt/ 
International

Seaberry

Operations

Vacant

Facilities & Maint

Crabill

Legal Services

Simmensen

Finance

Kuehler

Federal Programs

Lovato

Child Nutrition

Banks

Payroll/Benefits

Smith

Administration

McCreight

Athletics

Cathy

Fund Development

Vacant

PEIMS

Apodaca

Technology

Wheeler

Human Resources

Neira

International Leadership of Texas – 2018-19 Org Chart
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ANNUAL CONFERENCE 

October 24 – 26, 2018 

Houston, Texas 

Marriot Marquis 

 

Wednesday, Oct. 24 
9:00 – 11:45  Breakout Sessions 
12:00 – 1:30  Lunch in Exhibit Hall 
1:30 – 2:45  Breakout Sessions 
3:00 – 4:30  General Session 
4:30 – 6:30  Welcome Reception in Exhibit Hall 
 
Thursday, Oct. 25 
8:30 – 11:45  Breakout Sessions 
11:45 – 1:30  Lunch in Exhibit Hall 
1:15 – 3:30  Breakout Sessions 
5:30 – 9:00  Dinner and Social Event 
 
Friday, Oct. 26 
8:15 – 11:15  Board Workshop 
11:30 – 1:00  Awards Luncheon 
1:15 – 4:15  Board Workshop 
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8/14/2018 Board Workshop » TCSA 2018 Conference Website
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BOARD WORKSHOP
FRIDAY, OCTOBER 26, 2018

AGENDA

Time Topic Presenter Credit

8:15-9:15 Academic Accountability Laura Kelly 60 Minutes  
Accountability Other

9:15-10:15 School Finance Dr. Bruce Marchand 60 Minutes  
School Finance

10:15-11:15 Accountability for Public Funds Laura Kelly 60 Minutes  
Accountability for Public Funds

Awards Luncheon 

1:15-1:45 Health & Safety Christine Nishimura  30 Minutes  
Health & Safety

1:45-2:45 Open Meetings Christine Nishimura  60 Minutes  
Open Meetings

2:45-3:15 Public Records Christine Nishimura 60 Minutes  
Public Records

3:15-4:15 Duties of Governance Board Christine Nishimura 60 Minutes 
School Law

DETAILS
Board members will receive six hours of Commissioner’s Credit training for content aligned with the Texas Education
Agency’s training requirements for board members.

Please note that returning board members must receive six hours of Commissioner’s Credit training annually while new
board members in their �rst year of service must earn an initial twelve hours of training credit in the categories speci�ed in
19 TAC 100.1102 to satisfy board training requirements.

TCSA is a TEA Authorized Provider of governance board training for Texas public charter schools as well as independent
school districts. Sessions will be o�ered in Academic Accountability, School Finance, Accountability for Public Funds, Health
and Safety, Open Meetings, Public Records, and Duties of Governance Board Members.

 
Academic Accountability 2018-19

  

This site uses cookies to assist with functionality, navigability and use of our products and services.
You can �nd out more about which cookies we are using or switch them off in Cookie Settings.

ACCEPT COOKIES

30 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM

http://texascharterconference.com/


8/14/2018 Board Workshop » TCSA 2018 Conference Website

http://texascharterconference.com/board-workshop-schedule/ 2/4

This session will assist board members in understanding the 2018-19 Academic Accountability System, including the
implementation of the A-F rating system and the Charter Schools Performance Framework.

 
School Finance 2018-19

School �nance is not complicated if you know the basics! This session will focus on helping board members understand the
funding sources for charter schools, the components of the Foundation School Program for 2018-19, how the state
determines a school’s funding, how the state distributes revenue, and the components of a school’s Summary of Finance
worksheet.

Accountability for Public Funds

Board members attending this session will learn about their �duciary responsibilities and duty to oversee the proper
spending of state and federal funds. Attendees will learn about board reports they should be seeing on a monthly and
quarterly basis, the role of the board on the �nancial audit, the school’s annual Financial and Compliance Report and Charter
FIRST.

 
Health and Safety

Board members will receive the latest information in regards to health and safety codes, ordinances, and other laws
applicable to operating a Texas public school, as well as laws related to student discipline, safe schools, required reporting of
child abuse, and criminal background checks.

 
Open Meetings

This session will help board members understand how to comply with the Texas Open Meetings Act (TOMA). Board
members will understand what constitutes a board meeting, de�ne timelines for posting board meeting agendas, and what
can be discussed and recorded in a closed session of the board. The session will also discuss how board members can
attend meetings virtually and when an emergency board meeting may be called.

 
Public Records

This session will assist board members in understanding the charter district and campus’ responsibility for public records.
Board members will learn how and when to provide public information to requestors and when a request can be denied as a
result of an exemption from the Attorney General’s o�ce. Board members will learn what information is protected for
students under FERPA and what employee information is protected under HIPAA.

 
Duties of Governance Board Members

This session will focus on governance board member duties and liabilities, non-delegable duties, nepotism, con�icts of
interest, management companies, appropriate roles concerning internal and external audits, and the legal requirements
speci�c to members of the governing body of a charter holder.

2018 PREMIUM SPONSORS
This site uses cookies to assist with functionality, navigability and use of our products and services.
You can �nd out more about which cookies we are using or switch them off in Cookie Settings.

ACCEPT COOKIES
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TEA Accountability Ratings - Campus
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Cover Sheet

CONSIDER/ACT ON APPROVAL OF JUNE, 2018 FINANCIAL
REPORT (END OF YEAR)

Section: IV. Board Action Items
Item: A. CONSIDER/ACT ON APPROVAL OF JUNE, 2018 FINANCIAL
REPORT (END OF YEAR)
Purpose: Vote
Submitted by:
Related Material: ILTexas Financials 06-30-2018.pdf
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INTERNATIONAL LEADERSHIP OF TEXAS
STATEMENT OF FINANCIAL POSITION

AS OF JUNE 30, 2018

ASSETS AUDITED UNAUDITED
August 2017 JUNE 2018

CURRENT ASSETS
   Cash and cash equivalents 19,682,520$        14,714,467$        
   Due from TEA 10,837,581          22,914,712          
   Accounts receivable, net 181,277                2,091,750            
   Deferred expense 9,971                    127,165                
       Total Current Assets 30,711,349          39,848,094          

   Capitalized bond issuance costs 714,373                693,112                

PROPERTY AND EQUIPMENT
   Land 9,433,537            9,433,537            
   Buildings 79,431,329          79,431,329          
   Furniture and equipment 13,490,476          15,917,954          
   Vehicles 1,357,643            2,165,867            
   Less accumulated depreciation (10,231,762)         (14,107,071)         
        Total Property and Equipment 93,481,224          92,841,617          
        Total Assets 124,906,946$      133,382,823$      

LIABILITIES

CURRENT LIABILITIES
   Accounts Payable 3,515,959            749,511$             
   Due to student groups -                             680,820                
   Due to other Governments 323,380                -                             
   Deferred revenue 701,730                271,070                
   Accrued wages payable 5,788,673            10,814,863          
   Payroll deductions and withholdings 592,414                912,776                
   Accrued expenses 499,920                2,040,425            
   Other Liabilities 4,550,000            4,550,000            
   Current portion of capital lease payable -                             -                             
   Current portion of long-term debt 5,739,259            5,739,259            
        Total Current Liabilities 21,711,335          25,758,725          

LONG-TERM LIABILITIES
   Loans -                             -                             
   Long-term debt 114,610,930        113,298,977        
        Total Long-Term Liabilities 114,610,930        113,298,977        
        Total Liabilities 136,322,265$      139,057,701$      

NET ASSETS

Unrestricted (4,232,064)           (11,855,291)$      
Temporarily restricted 2,621                    2,621                    
Permanently restricted 8,212                    8,212                    
Revenue/Expenses (7,194,088)           6,169,579            
        Total Net Assets (11,415,319)         (5,674,879)           
        Total Liabilities and Net Assets 124,906,946$      133,382,823$      

-                             -                             

***Internally Prepared Financial Statements
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INTERNATIONAL LEADERSHIP OF TEXAS
STATEMENT OF ACTIVITIES

FOR THE YEAR TO DATE JUNE 30, 2018

UNAUDITED
JUNE 2018

REVENUE
   Local Revenue:
      Foundations, Other Non-Profit Organizations, Gifts and Bequests 2,061,800$         
      SSA-Local Revenue from Member Districts -                            
      Food Service Activity 873,684               
      Athletic Activities -                            
      Other Revenue from local sources -                            
         Total Local Revenue 2,935,485            

   State Program Revenue:
      Foundation School Program Act Revenue 126,965,792       
      State Program Revenue Distributed by TEA 1,009,243            
      State Program Revenue Distributed by other than TEA -                            
         Total State Program Revenue 127,975,035       

   Federal Program Revenue:
      National School Breakfast and Lunch Program 3,605,121            
      Federal Program Revenue Distributed by TEA 5,175,979            
      Federal Program Revenue Distributed by other than TEA -                            
         Total Federal Program Revenue 8,781,100            

   Other Resources Revenue:
      Insurance Recovery Proceeds 1,408,064            

1,408,064            
   Net Assets Released from Restrictions:
      Restrictions Satisfied by Payments -                            
               Total Revenue 141,099,683$     

EXPENSES
   Program Services:
      Instruction 62,881,156$       
      Instruction Resources and Media 706,571               
      Curriculum and Instructional Staff Development 4,504,302            
      Instructional Leadership 796,940               
      School Leadership 8,118,603            
      Guidance, Counseling, and Evaluating Services 3,810,029            
      Social Work/Services 1,886                   
      Health Services 1,273,822            
      Student Transportation 818,878               
      Food Services 4,623,683            
      Extracurricular Activities 2,004,781            
      General Administration 4,876,208            
      Facilities Maintenance and Operations 27,858,255         
      Security and Monitoring Services 1,372,977            
      Data Processing 4,496,251            
      Community Services 808,376               
      Debt Service 5,977,385            
      Fund Raising -                            
      Other -                            
         Total Expenses 134,930,104       

CHANGE IN NET ASSETS 6,169,579            
 TRANSFER FROM BEGINNING EQUITY TO LIABILITY (429,139)              
NET ASSETS, BEGINNING (11,415,319)        
PRIOR PERIOD ADJUSTMENT -                            
NET ASSETS, END OF YEAR (5,674,879)$        

-                            

***Internally Prepared Financial Statements
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INTERNATIONAL LEADERSHIP OF TEXAS
STATEMENT OF ACTIVITIES - BUDGET TO ACTUAL

FOR THE YEAR TO DATE JUNE 30, 2018

    
Approved

Budget JUNE 2018 Percent
REVENUE
   Local Revenue:
      Foundations, Other Non-Profit Organizations, Gifts and Bequests 1,500,740$           2,061,800$         137.39%
      SSA-Local Revenue from Member Districts -                             -                           0.00%
      Food Service Activity 995,000                873,684              87.81%
      Athletic Activities -                             -                           0.00%
      Other Revenue from local sources -                             -                           0.00%
         Total Local Revenue 2,495,740             2,935,485           117.62%

   State Program Revenue:
      Foundation School Program Act Revenue 131,632,054        126,965,792       96.46%
      State Program Revenue Distributed by TEA 2,908,884             1,009,243           34.70%
      State Program Revenue Distributed by other than TEA -                             -                           0.00%
         Total State Program Revenue 134,540,938        127,975,035       95.12%

   Federal Program Revenue:
      National School Breakfast and Lunch Program 3,259,784             3,605,121           110.59%
      Federal Program Revenue Distributed by TEA 7,873,563             5,175,979           65.74%
      Federal Program Revenue Distributed by other than TEA -                             -                           0.00%
         Total Federal Program Revenue 11,133,347           8,781,100           78.87%

   Other Resources Revenue:
      Insurance Recovery Proceeds -                             1,408,064           

   Net Assets Released from Restrictions:
      Restrictions Satisfied by Payments -                             -                           
               Total Revenue 148,170,025$      141,099,683$    95.23%

EXPENSES
   Program Services:
      Instruction 72,744,968$        62,881,156$       86.44%
      Instruction Resources and Media 728,796                706,571              96.95%
      Curriculum and Instructional Staff Development 5,958,907             4,504,302           75.59%
      Instructional Leadership 1,098,666             796,940              72.54%
      School Leadership 9,678,849             8,118,603           83.88%
      Guidance, Counseling, and Evaluating Services 5,625,346             3,810,029           67.73%
      Social Work/Services 12,280                  1,886                   15.36%
      Health Services 1,618,298             1,273,822           78.71%
      Student Transportation 797,848                818,878              102.64%
      Food Services 4,464,784             4,623,683           103.56%
      Extracurricular Activities 1,747,355             2,004,781           114.73%
      General Administration 5,290,555             4,876,208           92.17%
      Facilities Maintenance and Operations 34,181,263           27,858,255         81.50%
      Security and Monitoring Services 1,587,637             1,372,977           86.48%
      Data Processing 4,070,271             4,496,251           110.47%
      Community Services 1,473,781             808,376              54.85%
      Debt Service 7,174,250             5,977,385           83.32%
      Fundraising -                             -                           0.00%
      Other -                             -                           0.00%
         Total Expenses 158,253,854$      134,930,104$    85.26%

CHANGE IN NET ASSETS (10,083,829)$       6,169,579$         

***Internally Prepared Financial Statements
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INTERNATIONAL LEADERSHIP OF TEXAS
STATEMENT OF CASH FLOWS

FOR THE YEAR TO DATE JUNE 30, 2018

RECONCILIATION OF CHANGE IN NET ASSETS TO NET JUNE 2018
   CASH PROVIDED BY OPERATING ACTIVITIES
Change in net assets 5,740,440$       
Adjustments to reconcile change in net assets to 
   net cash provided by operating activities:
      Depreciation 3,875,309         
      (Increase) decrease in due from TEA (12,077,131)      
      (Increase) decrease in accounts receivable (1,910,473)        
      (Increase) decrease in other current assets (117,194)           
      (Increase) decrease in capitalized bond issuance costs 21,261               
      Increase (decrease) in accounts payable (2,766,448)        
      Increase (decrease) in due to TEA -                         
      Increase (decrease) in due to other governments (323,380)           
      Increase (decrease) in deferred revenue (430,660)           
      Increase (decrease) in wages payable 5,026,190         
      Increase (decrease) in payroll deductions and withholdings 320,362            
      Increase (decrease) in accrued expenses 1,540,505         
      Increase (decrease) in campus activity liability 680,820            
      Increase (decrease) in short-term debt -                         
         Net Cash Provided (Used) by Operating Activities (420,398)           

CASH FLOWS FROM INVESTING ACTIVITIES
   Purchase of land, buildings, and equipment (3,235,702)        
         Net Cash Provided (Used) by Investing Activities (3,235,702)        

CASH FLOWS FROM FINANCING ACTIVITIES
   Issuance of long-term debt 3,353,657         
   Principal payments on debt (4,665,610)        
         Net Cash Provided (Used) by Financing Activities (1,311,953)        

NET INCREASE (DECREASE) IN CASH AND CASH EQUIVALENTS (4,968,053)        
CASH AND CASH EQUIVALENTS, BEGINNING OF YEAR 19,682,520       
CASH AND CASH EQUIVALENTS, END OF PERIOD 14,714,467$     

-                         

***Internally Prepared Financial Statements
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Resolution Staff Development Waiver 1 

DRAFT RESOLUTION OF THE BOARD 
OF INTERNATIONAL AMERICAN EDUCATION FEDERATION, INC. 

AUTHORIZING ILTEXAS ADMINISTRATION TO APPLY FOR  
STAFF DEVELOPMENT WAIVERS 

 
WHEREAS, the Board of Directors of International American Education Federation, Inc., charter 
holder of International Leadership of Texas (ILTexas), desires to maximize available funding as 
calculated on the basis of attendance; more particularly, to procure all waivers which may be 
available for days used for staff development; specifically, to train staff on various educational 
strategies designed to improve student performance in lieu of student instruction during the school 
year; 

WHEREAS, it is desired to receive full ADA funding for staff development days when students 
are in attendance part of the day; the Student Attendance Accounting Handbook defines 
instructional minutes as the portion of the school day in which instruction takes place along with 
other exceptions; and any staff development waiver minutes reported must reflect actual staff 
development minutes provided; 

WHEREAS, the Board of Directors desires to request one or more such staff development waivers 
for dates during the 2018-2019 School Year; 

NOW, THEREFORE, the Board of Directors of International American Education Federation, 
Inc., charter holder of International Leadership of Texas, at a lawfully called meeting of the Board, 
held in compliance with the Texas Open Meetings Act, does hereby adopt the following 
Resolutions: 

BE IT HEREBY RESOLVED THAT: 

The Board of Directors of International American Education Federation, Inc., charter holder of 
International Leadership of Texas (county-district no. 057-848), hereby resolves as follows: 

1. Approve the procurement of one or more staff development waivers available for the 
2018-2019 School Year; and 

2. Authorize Administration to file one or more waiver requests to procure such waivers as 
are appropriate. 

 [SIGNATURE PAGE FOLLOWS] 
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Resolution Staff Development Waiver 2 

PASSED AND APPROVED BY THE MAJORITY OF MEMBERS OF THE BOARD OF 
DIRECTORS OF INTERNATIONAL AMERICAN EDUCATION FEDERATION, INC., ON 
THE 15th DAY OF August, 2018. 

 
Members Voting in Favor: 
 
 
Maj. Gen. James Williams         ________________________________    _________________ 
               signature      Date 
 
 
Lynne Beach, M.D.       ________________________________    _________________ 
               signature      Date 
 
 
Tracy Cox        ________________________________    _________________ 
               signature      Date 
 
 
Curtis Donaldson      ________________________________    _________________ 
               signature      Date 
 
 
Edwin Flores, Ph.D.        ________________________________    _________________ 
               signature      Date 
 
 
 

 
 
The undersigned, being the Secretary of the Corporation, hereby certifies that the 
foregoing represents a true copy of a Resolution of the Directors of the 
Corporation, duly held on August 15, 2018, which Resolution is in full force and 
effect and has not been revoked or amended. 

 
 
       _________________________________ 

         Secretary 

Date: ____/____/_______ 
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DISCIPLINE/STUDENT CODE OF CONDUCT
GENERAL PRINCIPLES AND GUIDELINES
These rules of conduct and discipline are established to maintain good order and discipline in the 
school and to encourage responsible behavior on the part of all students. The objective of the 
Student Code of Conduct (the “Code of Conduct”) is to change errant behavior and to help the 
student make wiser decisions and better choices. The staff of the school has the responsibility to 
enforce the standards and policies of this Code of Conduct. Full cooperation of the students and 
parents/guardians is expected.
This Code of Conduct has been adopted by the Board of Directors and provides information to 
parents and students regarding expectations for behavior, consequences for misconduct, and 
procedures for administering discipline.
In accordance with state law, the Code of Conduct will be posted at each ILTexas campus and/or 
will be available for review at the Campus Principal’s office. Parents will be notified of any 
violation that may result in a student being suspended or expelled from ILTexas.
Students are expected to conduct themselves in an appropriate and respectful manner at all times. 
Any behavior that is detrimental to the learning environment of the student or other students and/or 
staff members will not be tolerated. A student whose behavior shows disrespect toward others, 
including interference with another’s access to public education and to a safe environment, will be 
subject to disciplinary action. 
AUTHORITY AND JURISDICTION
ILTexas has jurisdiction and disciplinary authority over a student in the following circumstances:
1. During the regular school day and while the student is going to and from school;
2. While the student is in attendance at any school-related activity, regardless of time or 

location;
3. For any school-related misconduct, regardless of time or location;
4. For any Offense of level III or IV committed while on ILTexas property or while attending 

a school-sponsored or school-related activity of ILTexas or another school in Texas;
5. For any Offense of level III or IV committed away from ILTexas property or utilized facility 

and not at a school-sponsored or school-related event, if the misconduct creates a substantial 
disruption to the educational environment, in the reasonable discretion of ILTexas;

6. While the student is in transit to or from school or to or from school-related activities or 
events;

7. When retaliation against a school employee or volunteer occurs or is threatened, regardless 
of time or location;

8. When criminal mischief is committed on or off ILTexas property or any facility1 and/or at a 
school- related event;

9. When the student commits any felony punishable as a Level IV expulsion Offense under the 
Student Code of Conduct;

10. Any misdemeanor or felony offense, no matter when or where said activity occurs, if 
ILTexas determines that said activity occurred by a preponderance of the evidence; and

1 For the purposes hereof, a facility includes any school buildings, portable buildings, office 
buildings, playgrounds, athletic fields, stadiums, field houses, swimming pools, parklands, parking 
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lots, sidewalks and all other District- owned, rented, leased or otherwise used, real property or 
improvements.

11. Any cyberbullying, on-line harassment, cybercrime, or computer related crime, that 
involves a computer or any device and/or network (“in the cloud” or otherwise), no matter 
when or where said activity occurs, including the sharing, displaying or transmitting any 
illegal images, words or otherwise, or that creates or is likely to create a substantial 
disruption to the educational environment.

Note: In addition to disciplinary consequences, misdemeanor and felony offenses committed on 
campus may be reported to an appropriate law enforcement agency.
Note: Any reference to school, property or facility includes any premises where ILTexas conducts 
any business, whether owned, leased, rented or donated.

EXPECTED STANDARDS OF STUDENT CONDUCT
Each student is expected to behave in a responsible manner by:
1. Demonstrating courtesy and respect for others;
2. Attending all classes, regularly and on time;
3. Preparing for each class by taking the appropriate materials and assignments to class;
4. Being well-groomed and dressing appropriately as defined by the school’s uniform policy 

and at principal’s discretion.
5. Obeying all campus, classroom and extracurricular rules, as well as appropriate verbal 

directives (in the reasonable discretion of ILTexas) given by any ILTexas employee or any 
other designated person;

6. Respecting the rights and privileges of other students, school staff, and other adults on 
campus or at school-related activities on or off campus;

7. Respecting the property of others, including school property and facilities;
8. Cooperating or assisting the school staff in maintaining safety, order, and discipline;
9. Adhering to the Academic Honesty Policy; and
10. Adhering to the Code of Conduct.
Campus, Classroom, and Assembly Rules
In addition to rules in this Code of Conduct, Campus Principals may impose additional campus 
rules, and teachers and extracurricular sponsors may impose and communicate such additional 
campus rules, classroom rules, where such rules are not inconsistent with this Code. A student’s 
conduct in assemblies and other out-of-classroom activity must comply with rules applicable to 
those of the classroom.
Extracurricular Standards
Sponsors and coaches may develop and communicate written extracurricular expected standards 
of behavior for induction in and continued participation in that activity. Such standards may be 
higher than those of the Code of Conduct. These standards must be communicated to the students 
involved in that extracurricular activity and must be approved by the Campus Principal. Students 
who violate communicated extracurricular standards of behavior may be subject to disciplinary 
action under the Code of Conduct and, in addition, denied the opportunity to participate in 
extracurricular activities.
DISCIPLINE MANAGEMENT TECHNIQUES
Discipline will be designed to improve conduct and to encourage students to adhere to their 
responsibilities as members of the school community. Disciplinary action will draw on the 
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professional judgment of teachers and administrators and on a range of discipline management 
techniques. Discipline for a particular offense may bring into consideration varying techniques and 
responses.
The following discipline management techniques may be used—alone or in combination—for 
misbehavior violating the Code of Conduct or campus/classroom rules:
A. Assignment to After School Discipline (ASD), which includes up to 90 minutes of physical exercise, 

in a manner consistent with all rules and regulations applicable to student health and proper discipline 
of students with disabilities and/or other limiting conditions

B. Assignment of school duties, other than class tasks, such as cleaning desks and campus 
beautification

C. Behavioral contracts or an expectation plan
D. Cooling off or timeout
E. Counseling by teachers, counselors, or administrators
F. Detention, either during the school day or outside the school day and/or Saturday School
G. Expulsion, as specified in the Code of Conduct
H. Grade reductions for academic violations such as cheating, copying, allowing others to copy work, or 

plagiarism
I. In-school suspension, as specified in the Code of Conduct
J. Out of school suspension
K. Parent-administrator conferences
L. Parent-teacher conferences
M. Phone calls to parents/guardians
N. Referral to an outside agency and/or legal authority for criminal prosecution, in addition to 

disciplinary measures imposed by ILTexas
O. Rewards or demerits
P. School probation, which may include a warning letter or statement from ILTexas administrators that 

future conduct may result discipline in accordance with the Code of Conduct
Q. Seating changes in the classroom or lunchroom
R. Sending the student to the office or other assigned areas, or another short-term removal from the 

classroom
S. Temporary confiscation of items that disrupt the educational process
T. Verbal or oral correction
U. Withdrawal of privileges, such as participation in extracurricular activities and eligibility for seeking 

and holding honorary offices
V. Reflective essay using character traits
W. Restorative Discipline 
X. Any other discipline management technique that is deemed appropriate by ILTexas

ROLE OF ILTEXAS STAFF
TEACHERS are authorized to assign Lunch Detention and Classroom Detention. Classroom 
Detention by a teacher must be scheduled with the parent and coordinated with the Grade Level 
Administrator. Teachers will work to determine why the student misbehaved and to help the 
student learn to make better choices in similar future situations.
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THE GRADE LEVEL ADMINISTRATOR (GLA) is authorized to handle student discipline and may assign 
and supervise ASD of up to 90 minutes to help the student learn to make better choices in similar 
future situations.

THE ASSISTANT PRINCIPAL is designated as responsible for discipline is authorized to enforce 
discipline and to investigate any allegation of misconduct. The AP may question any witnesses in 
addition to the offending student and may ask for written statements that may include time, date, 
circumstances, observations, and signature. The AP may assign all above disciplinary 
consequences and is authorized to supervise ASD, up to 90 minutes of physical exercise that may 
include students walking 3 miles (20 minute pace), cleaning desks, campus beautification efforts, 
or other relevant duties as assigned. Additionally, the AP may assign In-School-Suspension (ISS) 
and/or Out of School Suspensions (OSS) for up to five (5) days. The AP will attempt to reach a 
parent by phone and follow-up with an email notification to the parent of ISS dates. 
THE CAMPUS PRINCIPAL has the authority to implement the Code of Conduct, up to and including 
the suspension of a student from campus. The Campus Principal may also assign any of the 
disciplinary consequences described above and may recommend a student for expulsion.
CODE OF CONDUCT VIOLATIONS
Level I Offenses
The following Level I behaviors are prohibited at all school and school-related activities:

1. Scuffling (pushing, shoving, hitting, kicking or something akin thereto) – student on student
2. Cheating or copying the work of another
3. Defacing or damaging school property, including textbooks, lockers, furniture, and other 

equipment, with graffiti or by other means
4. Disobeying conduct rules regarding school transportation or personal transportation of student 

drivers to and from school and/or school-related activities
5. Engaging in any misbehavior that gives school officials reasonable cause to believe that such 

conduct will substantially disrupt the school program or incite violence
6. Engaging in disruptive actions or demonstrations that substantially disrupt or materially interfere 

with school activities, including but not limited to food fights
7. Engaging in threatening behavior toward another student or school employee on or off school 

property
8. Engaging in verbal or written exchanges that threaten the safety of another student, a school 

employee, or school property
9. False accusation of conduct that would constitute a misdemeanor or felony
10. Gambling
11. Discharging a fire extinguisher without a valid or reasonable reason
12. Leaving school grounds or school-sponsored events without permission
13. Public displays of affection (PDA)
14. Using a cellular telephone or other telecommunications device during school instructional time
15. Possessing mace or pepper spray
16. Possessing or using a laser pointer for other than an approved use
17. Possessing or using any articles not generally considered to be weapons, including school 

supplies, when the Campus Principal or designee determines that a danger exists
18. Possessing published or electronic material that is designed to promote or encourage illegal 
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behavior or that could threaten school safety; using e-mail or Internet sites at school to encourage 
illegal behavior or threaten school safety

19. Possession of stolen property
20. Repeated tardiness
21. Repeatedly violating campus or classroom standards of behavior
22. Skipping/ditching/cutting a class
23. Possessing or using matches or a lighter
24. Stealing from students, staff, or the school
25. Using profanity
26. Violating computer use policies, rules, or agreements signed by the student, and/or agreements 

signed by the student’s parent
27. Violating dress and grooming standards as communicated in the Student/Parent Handbook
28. Violating the ILTexas medication policy

Disciplinary Consequences for Level I Offences (not in order of progressive disciplinary 
measures):

 Detention
 Application of one or more Discipline Management Techniques
 After School Discipline (ASD)
 Confiscation of cell phones or other electronic devices if the offense relates to the use of the 

cell phone or other electronic device
 Grade reductions for academic dishonesty
 Restorative Discipline
 Removal from the classroom and/or placement in another classroom
 Restitution/restoration, if applicable
 School-assessed and school-administered probation
 Temporary confiscation of items that are prohibited or that disrupt the educational process
 Verbal correction
 Withdrawal of privileges, such as participation in extracurricular activities and eligibility for 

seeking and holding honorary offices, and/or membership in school-sponsored clubs or 
organizations

Level II Offenses
The following Level II behaviors are prohibited at all school and school-related activities, and at 
other times and locations as described below:

1. Insubordination, or failing to comply with directives given by school personnel 
2. Engaging in conduct that contains the elements of the offense of breach of computer security 

under Section 33.02, Penal Code, if
a. the conduct involves accessing a computer, computer network, or computer system 

owned by or operated on behalf of ILTexas; and
b. the student knowingly (i) alters, damages, or deletes ILTexas property or information or 

(ii) commits a breach of any other computer, computer network, or computer system
3. Possessing or selling a weapons replica (look-alike weapon)
4. Persistent bullying and/or cyberbullying, including intimidation by name-calling, using ethnic or 

racial slurs, or making derogatory statements that could disrupt the school program or incite 
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violence
a. Throwing objects that can cause bodily injury or property damage
b. Making false accusations or hoaxes regarding school safety

5. Burglary of a motor vehicle
6. Damaging or vandalizing property owned by others
7. Deliberate destruction or tampering with school computer data or networks
8. False alarm, false statement or report
9. Fighting
10. Using the Internet or other electronic communications to threaten students or employees, or 

cause disruption to the school program or to promote/encourage illegal behavior that could 
threaten school safety

11. Issuing a false fire alarm
12. Falsifying records, passes, or other school-related documents
13. Possessing pornographic material
14. Possessing, smoking, or using tobacco products, including E-Cigarettes or vapes or vapors
15. Persistent Level I offenses

Disciplinary Consequences for Level II Offences (not in order of progressive disciplinary 
measures):

 Detention
 Application of one or more Discipline Management Techniques
 After School Discipline (ASD)
 Confiscation of cell phones or other electronic devices if the offense relates to the use of the 

cell phone or other electronic device
 Grade reductions for academic dishonesty
 In-school suspension
 Out-of-school suspension
 Restorative Discipline
 Removal from the classroom and/or placement in another classroom
 Restitution/restoration, if applicable
 Saturday School
 School-assessed and school-administered probation
 Temporary confiscation of items that are prohibited or that disrupt the educational process
 Verbal correction
 Withdrawal of privileges, such as participation in extracurricular activities and eligibility for 

seeking and holding honorary offices, and/or membership in school-sponsored clubs or 
organizations

Level III Offenses

1. Abusing a prescription drug, giving a prescription drug to another student, or possessing or being 
under the influence of another person’s prescription drug on school property or at a school-related 
event

2. Any of the following offenses, no matter when or where the offense takes place:
a. Conduct involving a public school that contains the elements of the offense of false alarm 
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or report under Section 42.06, Penal Code, or terroristic threat under Section 22.07, Penal 
Code

b. Engaging in conduct punishable as a felony
c. Engaging in conduct that contains the elements of the offense of assault under Section 

22.01(a)(1), Penal Code
d. Selling, giving, or delivering to another person or possessing or using or being under the 

influence of (1) marijuana or a controlled substance, as defined by Chapter 481, Health 
and Safety Code, or by 21 U.S.C. Section 801 et seq. or (2) a dangerous drug, as defined by 
Chapter 483, Health and Safety Code

e. Selling, giving, or delivering to another person an alcoholic beverage, as defined by 
Section 1.04, Alcoholic Beverage Code; committing a serious act or offense while under 
the influence of alcohol; or possessing, using, or being under the influence of an alcoholic 
beverage

f. Engaging in conduct that contains the elements of an offense relating to an abusable 
volatile chemical under Sections 485.031 through 485.034, Health and Safety Code

g. Engaging in conduct that contains the elements of the offense of public lewdness under 
Section 21.07, Penal Code, or indecent exposure under Section 21.08, Penal Code

h. Engaging in conduct that contains the elements of the offense of deadly conduct under 
Section 22.05, Penal Code

3. Engaging in conduct that contains the elements of an offense under Section 22.01(a)(1), Penal 
Code, against a public school employee or a volunteer as defined by Education Code Section 
22.053, in retaliation for or as a result of the person’s employment or association with a public 
school, without regard to whether the conduct occurs on or off of school property or while 
attending a school-sponsored or school-related activity on or off of school property

4. Being a member of, pledging to become a member of, joining, or soliciting another person to 
join, or pledge to become a member of a public-school fraternity, sorority, or gang; or engaging 
in any gang activity

5. Hazing, meaning any intentional, knowing, or reckless act, occurring on or off ILTexas 
property, by one person alone or acting with others, directed against a student, that endangers 
the mental or physical health or safety of a student for the purpose of pledging, being initiated 
into, affiliating with, holding office in, or maintaining membership in an organization. Hazing 
includes:

a. any type of physical brutality, such as whipping, beating, striking, branding, electronic 
shocking, placing of a harmful substance on the body, or similar activity;

b. any type of physical activity, such as sleep deprivation, exposure to the elements, 
confinement in a small space, calisthenics, or other activity that subjects the student to an 
unreasonable risk of harm or that adversely affects the mental or physical health or safety 
of the student;

c. any activity involving consumption of a food, liquid, alcoholic beverage, liquor, drug, or 
other substance that subjects the student to an unreasonable risk of harm or that adversely 
affects the mental or physical health or safety of the student;

d. any activity that intimidates or threatens the student with ostracism, that subjects the 
student to extreme mental stress, shame, or humiliation, that adversely affects the mental 
health or dignity of the student or discourages the student from entering or remaining 
registered in an educational institution, or that may reasonably be expected to cause a 
student to leave the organization or the institution rather than submit to acts described in 
this subdivision; and

e. any activity that induces, causes, or requires the student to perform a duty or task that 
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involves a violation of the Penal Code
6. Creation of or involvement with a hit list, meaning a list of people targeted to be harmed using a 

firearm; as defined by Section 46.01(3), Penal Code; a knife, as defined by Section 46.01(7), 
Penal Code; or any other object to be used with intent to cause bodily harm

7. Possessing a razor, box cutter, chain, or any other object used in a way that threatens or inflicts 
bodily injury to another person

8. Possessing or selling the following:
a. a stun gun
b.  ammunition
c.  an air gun or BB gun (except as appropriately used by ILTexas’ JROTC Program)
d. fireworks of any kind, smoke or stink bombs, or any other pyrotechnic device

9. Public lewdness
10. Conduct endangering the health and safety of others 
11. Felony criminal mischief against school property, another student, or school staff ($2,500 and 

up, as determined by ILTexas)
12. Inappropriate or indecent exposure of a student’s private body parts or lewd sexual behavior
13. Engaging in conduct that constitutes dating violence, including the intentional use of physical, 

sexual, verbal, or emotional abuse to harm, threaten, intimidate, or control another person with 
whom the student has or has had a dating relationship

14. Engaging in conduct that constitutes sexual harassment, whether the conduct is by word, 
gesture, or any other sexual conduct, including requests for sexual favors directed toward 
another student or an ILTexas employee

15. Engaging in harassment motivated by race, color, religion, national origin, disability, gender, or 
age and directed toward another

16. Engaging in inappropriate verbal, physical, or sexual contact directed toward another student or 
a school employee

17. Recording, sending or posting electronic messages, pictures or video that are obscene, sexual in 
nature, threatening, harassing, damaging to another’s reputation, promotes violence, or illegal

18. Harassment - threatening to cause harm or bodily injury to another student, engaging in sexually 
intimidating conduct, causing physical damage to the property of another student, subjecting 
another student to physical confinement or restraint, or maliciously taking any action that 
substantially harms another student's physical or emotional health or safety

19. Failure to register as a sex offender when legally obligated to so
20. Retaliation against any school employee or volunteer at any time or place
21. Selling, giving, or delivering to another person or possessing, using, or being under the 

influence of marijuana, controlled substance, simulated controlled substance, paraphernalia, 
dangerous drug, inhalants or alcoholic beverage

22. Setting or attempting to set fire on school property (not Arson)
23. Targeting another individual for bodily harm
24. Engaging in bullying or cyberbullying
25. Forgery of school documents at school or otherwise
26. Forcing an individual to act through the use of force or threat of force or committing 

extortion, coercion, or blackmail (obtaining money or another object of value from an 
unwilling person)

27. Committing or assisting in a robbery or theft even if it does not constitute a felony
28. Vandalism of or conduct constituting criminal mischief with respect to school facilities 
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or property
29. Engaging in conduct punishable as a Level III offense when the conduct occurs off school 

property and not at a school-sponsored or school-related event, and the conduct creates a 
substantial disruption to the educational environment in the reasonable judgment of ILTexas

30. Repeated Level I and Level II offenses

Disciplinary Consequences for Level III Offenses (not in order of progressive disciplinary 
measures):

 Any applicable Level I Disciplinary Consequence
 Any applicable Level II Disciplinary Consequence
 Out-of-school suspension for up to five days, except that the Area Superintendent, the 

Superintendent or the Superintendent’s Designee may continue the aforementioned 
suspension’s (ISS or OSS) during an expulsion process, if deemed reasonable by the Area 
Superintendent, the Superintendent or the Superintendent’s Designee

 Discretionary Expulsion

Level IV Offenses
The following Level IV behaviors are prohibited at all school and school-related activities, and at 
other times and locations as described below:

1. Conduct containing the elements of the offense of unlawfully carrying weapons under Section 
46.02, Penal Code, or elements of an offense relating to prohibited weapons under Section 46.05, 
Penal Code

2. Aggravated assault under Section 22.02, Penal Code, sexual assault under Section 22.011, Penal 
Code, or aggravated sexual assault under Section 22.021, Penal Code

3. Arson under Section 28.02, Penal Code
4. Murder under Section 19.02, Penal Code, capital murder under Section 19.03, Penal Code, or 

criminal attempt, under Section 15.01, Penal Code, to commit murder or capital murder
5. Indecency with a child under Section 21.11, Penal Code
6. Aggravated kidnapping under Section 20.04, Penal Code
7. Aggravated robbery under Section 29.03, Penal Code
8. Manslaughter under Section 19.04, Penal Code
9. Criminally negligent homicide under Section 19.05, Penal Code
10. Continuous sexual abuse of young child or children under Section 21.02, Penal Code
11. Engaging in bullying that encourages a student to commit or attempt to commit suicide
12. Possession, use, transfer or exhibition of any firearm, location-restricted knife, club, or any other 

prohibited weapon or harmful object
13. Selling, giving, or delivering to another person or possessing or using or being under the influence 

of (1) marijuana or a controlled substance, as defined by Chapter 481, Health and Safety Code, 
or by 21 U.S.C. Section 801 et seq. or (2) a dangerous drug, as defined by Chapter 483, Health 
and Safety Code, if the conduct is punishable as a felony

14. Selling, giving, or delivering to another person an alcoholic beverage, as defined by Section 1.04, 
Alcoholic Beverage Code; committing a serious act or offense while under the influence of 
alcohol; or possessing, using, or being under the influence of an alcoholic beverage, if the 
conduct is punishable as a felony

15. Engaging in conduct that contains the elements of any offense described in Level IV Offenses 1, 
2, 3, 4, 5, 6, 7, 8, 9, or 10, against any employee or volunteer in retaliation for or as a result of 
the person’s employment or association with a public school, without regard to whether the 
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conduct occurs on or off of school property or while attending a school-sponsored or school-
related activity on or off of school property

16. Engaging in conduct that contains the elements of any offense described in Level IV Offenses 2, 
4, or 7 against another ILTexas student, without regard to whether the conduct occurs on or off 
of school property or while attending a school-sponsored or school-related activity on or off of 
school property

17. Engaging in conduct punishable as a Level IV expulsion Offense when the conduct occurs off 
school property and not at a school-sponsored or school-related event, and the conduct creates a 
substantial disruption to the educational environment in the reasonable judgment of ILTexas

Disciplinary Consequences for Level IV Offenses:
 Mandatory Expulsion Recommendation and Hearing (unless waived by parent)

CONFERENCES, HEARINGS, AND APPEALS
All students are entitled to conferences, hearings, and/or appeals of disciplinary matters as provided 
by state and federal law, and by school policy.
PROCESS FOR SUSPENSIONS LASTING UP TO FIVE DAYS
In addition to the above list of Code of Conduct violations the Campus Principal has authority to 
suspend a student for a period of up to five school days (except that the student may be suspended 
for up to ten school days, with no more than five consecutive days being out of school, if student 
will be recommended for expulsion) for any or the following reasons:
1. The need to further investigate an incident or allegation;
2. A recommendation to expel the student; or
3. An emergency constituting endangerment to health or safety.

While suspended, students are not allowed to be on the campus, including at after school activities. 
The suspended days will be counted as unexcused absences. Students may receive credit for work 
missed during the period of suspension if the student makes up work missed during the period of 
suspension within the same number of days the student was absent. Students are expected to make 
up all assignments missed during the suspension and the student’s grade will be based on the 
academic performance and merit of the students work without regard to the reason of the student’s 
absence due to suspension. Notwithstanding the aforementioned, the Area Superintendent, the 
Superintendent or the Superintendent’s Designee may continue the aforementioned suspension(s) 
(ISS or OSS) during an expulsion process, if deemed reasonable by the Area Superintendent, the 
Superintendent or the Superintendent’s Designee.
Prerequisites to Suspension
Prior to suspending a student, the Campus Principal or designee must hold an informal conference 
with the student to:
1. Notify the student of the accusations against him/her;
2. Allow the student to relate his/her version of the incident; and
3. Determine whether the student’s conduct warrants suspension.

Notification to Parents/Guardians
If the Campus Principal or designee determines the student’s conduct warrants suspension, the 
Campus Principal or designee will notify the student’s parents that the student has been suspended 
before the student is sent home. At this time, the Campus Principal or designee will also notify the 
student’s parents of the period of suspension, the grounds for suspension, and the time and place 
for a post-suspension conference with the Campus Administration.
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PROCESS FOR OUT-OF-SCHOOL SUSPENSIONS OVER FIVE DAYS AND EXPULSION
When the Campus Principal determines that a student’s conduct warrants suspension for more than 
five days, or expulsion, the Campus Principal (or acting Principal) shall make a recommendation 
for disciplinary action to the Area Superintendent. 
Prior to taking any long-term disciplinary action, the Campus Principal or designee will provide 
the student’s parent(s) with written notice of:
1. The Principal’s recommendation for the long-term disciplinary action,
2. The specific violation of the Student Code of Conduct, and 
3. The reasons for the recommended long-term disciplinary action. 

EMERGENCY PLACEMENT
If the Campus Principal reasonably believes that a student’s behavior is so unruly, disruptive, or 
abusive that it seriously interferes with a teacher’s ability to communicate effectively with students 
in a class, with the ability of a student’s classmates to learn, or with the operation of ILTexas or a 
school-sponsored activity, the Campus Principal may order immediate removal of the student. The 
Campus Principal may impose immediate suspension if he/she reasonably believes such action is 
necessary to protect persons or property from imminent harm. At the time of such an emergency 
removal, the student will be given verbal notice of the reason for the action and appropriate 
hearings will be scheduled within a reasonable time after the emergency removal. 
LEVEL I EXPULSION HEARING
Administration shall designate a Hearing Officer to conduct a Level I Expulsion Hearing.  The 
Hearing Officer shall provide the student’s parent(s) with written notice of the Hearing, including 
the date (within five school days of the recommended disciplinary action), time, and location of 
the Hearing, and shall further state that, at the Hearing, the student: 
1. may be present; 
2. shall have an opportunity to present evidence; 
3. shall be apprised and informed of the school’s evidence and witnesses; 
4. may be accompanied by his or her parent(s) or other adult, who can provide guidance to the parent or 

student, and who is not an employee of ILTexas; and 
5. may be represented by an attorney. 

ILTexas shall inform the student and the student’s parent(s) of the time and place of the Hearing, 
and shall hold the Hearing regardless of whether the student, the student’s parents or another adult 
representing the student attends. The Hearing Officer and may record the hearing using audio 
and/or video equipment. After the Hearing, the Hearing Officer has 48 hours to issues his/her 
written decision. The decision shall specify: 
1. The length of the suspension or expulsion, if any; 
2. When the expulsion is not permanent, the procedures for re-admittance to the school at the end of the 

expulsion period; and 
3. The right to appeal the Hearing Officer’s decision to Level II The notice shall also state that failure to 

request such an appeal within 7 calendar days constitutes a waiver of further rights in the matter. 

LEVEL II EXPULSION HEARING
The request to appeal the Level I decision may be made to the Superintendent or to the Chief 
Executive Officer. Upon receipt of the request, Administration has seven days to schedule and 
conduct a Level II Expulsion Hearing. Administration will appoint a panel of three district level 
administrators to serve as a Hearing Panel for the Level II hearing and will provide written notice 
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of the hearing date, time and location to the student and student’s parents. The Level II Expulsion 
Hearing may be recorded using audio and/or video equipment. At the Level II Hearing the student 
may

1. may be present; 
2. shall have an opportunity to present evidence; 
3. shall be apprised and informed of the school’s evidence and witnesses; 
4. may be accompanied by his or her parent(s) or other adult who can provide guidance to the 

parent or student and who is not an employee of ILTexas; and 
5. may be represented by an attorney. 

The Panel will hear the testimony and review the evidence to make a decision to grant or deny the 
appeal and will provide their decision to the student and/or guardian within 48 hours after the hearing.

LEVEL III – BOARD OF DIRECTORS
The student or his/her parent(s) may appeal the long-term suspension or expulsion decision to the 
Board of Directors and the General Counsel in writing within 48 hours of notification of the 
decision. If such an appeal is made, a quorum of the Board will consider the appeal at a regular or 
specially-called meeting in closed session as allowed by the Texas Open Meetings Act. The 
quorum of the Board will review the record of the expulsion hearing and may also hear a statement 
from the student or parent (or representative) and from the school administration. The Board may 
listen to the recording of the expulsion hearing to or at the appeal hearing. The Board will notify 
the student and his or her parent (or representative) of its decision within five calendar days of the 
hearing. The decision of the Board is final and may not be appealed. 
Discipline consequences will not be deferred pending the outcome of an appeal of an expulsion to 
the Board. 
READMISSION AFTER WITHDRAWAL OR EXPULSION
A student who has withdrawn pending a recommended expulsion or who has been expelled from 
ILTexas may re-apply for admission and potentially gain re-enrollment subject to meeting each of 
the following criteria: 

1. The student must have been enrolled in another public school during the term of the 
expulsion from ILTexas. 

2. The student must re-apply for admission to ILTexas and follow the same application process 
as all other applicants. 

3. A vacancy must exist in the requested grade level and campus or, if the requested grade level 
is oversubscribed such that an admissions lottery is conducted, the student is selected for 
admission through the lottery process or otherwise on the waitlist. 

4. The student must submit a petition for re-admission to the ILTexas Superintendent. This 
request must be in writing, and must include copies of the student’s complete discipline 
records from the public school(s) attended during the term of the expulsion from ILTexas. 

During the Superintendent’s consideration of the petition, the student and his or her parents may 
make a statement to support the request for re-admission. The student may also submit 
documentation consisting of recommendations from his or her current teacher(s), commentary 
from any counselor or school administrator with whom the student may have consulted having 
personal knowledge of the student and their education experience and conduct, and any other 
documentation pertinent to the application. The Superintendent may also consider comments from 
the Principal, Counselor, Grade Level Administrator for the requested campus of enrollment, or 
any other ILTexas Administrator. 
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After reviewing all relevant documentation, the Superintendent will decide on whether the student 
will be re-admitted to ILTexas. If the student is re- admitted, he or she will be admitted on a 120-
day behavior contract recognizing that any violation of the Student Code of Conduct within that 
time period may result in expulsion without the possibility of readmission. 
STUDENTS WITH DISABILITIES
All disciplinary actions regarding students with disabilities (504 or special education under the 
IDEA) shall be conducted in accordance with current federal and state laws. 
SUSPENSION/EXPULSION REQUIREMENT
A student with a disability shall not be excluded from his or her current placement pending appeal 
for more than ten days without ARD Committee action to determine appropriate services in the 
interim and otherwise in accordance with applicable law. Pending appeal to a special education 
hearing officer, a student with a disability shall remain in the present educational setting, unless 
ILTexas and the parents agree otherwise.
REMOVAL FROM SCHOOL TRANSPORTATION
A student being transported by ILTexas transportation to or from school or a school-sponsored or 
school- related activity may be removed from a school vehicle for conduct violating ILTexas’ 
established standards for conduct in a school vehicle.
GUN-FREE SCHOOLS ACT
In accordance with the Gun-Free Schools Act, ILTexas shall expel, from the student’s regular 
program for a period of one year, any student who is determined to have brought a firearm, as 
defined by federal law, to school. The Superintendent or designee may modify the term of expulsion 
for a student or assess another comparable penalty that results in the student’s expulsion from the 
regular school program on a case-by- case basis and in accordance with legal requirements.
For the purposes of this law, “firearm” means:

1. Any weapon – including a starter gun – which will, or is designed to, or which may readily 
be converted to expel a projectile by the action of an explosive from the frame or receiver of 
any such weapon;

2. Any firearm muffler or firearm silencer;
3. Any destructive device. “Destructive Device” means any explosive, incendiary or poison gas 

bomb, grenade, rocket having a propellant charge of more than four ounces, missile having 
an explosive or incendiary charge of more than 1/4 ounce, mine, or device similar to any of 
the preceding described devices. It also means any type of weapon – other than a shotgun 
shell or a shotgun that is generally recognized as particularly suitable for sporting purposes – 
by whatever name known which will, or which may be readily converted to, expel a projectile 
by the action of an explosive or other propellant, and which has any barrel with a bore of more 
than 1/2 inch in diameter; and any combination of parts either designed or intended for use in 
converting any device into a destructive device as described, and from which a destructive 
device may be readily assembled.

GLOSSARY
The glossary provides legal definitions and locally established definitions and is intended to assist 
in understanding terms related to the Code of Conduct.
Abuse is improper or excessive use.
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Abusable Volatile Chemical Offense, as defined by Health and Safety Code § 485.001 and 
485.031. No student shall inhale, ingest, apply, use, or possess an abusable volatile chemical with 
intent to inhale, ingest, apply or use any of these in a manner:
1. Contrary to the directions for use, cautions, or warnings appearing on a label of a container of the 

chemical; and
2. Designed to affect the central nervous system, create or induce a condition of intoxication, 

hallucination, or elation, or change, distort, or disturb the person’s eyesight, thinking process, balance, 
or coordination.

No student shall knowingly deliver to a person younger than 18 an abusable volatile chemical. 
Health and Safety Code § 485.032
No student shall knowingly use or possess with intent to use inhalant paraphernalia to inhale, 
ingest, or otherwise introduce into the human body an abusable volatile chemical. No student shall 
knowingly deliver, sell, or possess with intent to deliver or sell inhalant paraphernalia knowing 
that that person who receives it intends to use it to inhale, ingest, apply, use, or otherwise introduce 
into the human body an abusable volatile chemical. Health and Safety Code § 485.033
Armor-piercing ammunition is handgun ammunition used principally in pistols and revolvers 
and that is designed primarily for the purpose of penetrating metal or body armor.
Arson is defined by Texas Penal Code § 28.02 and occurs when a person starts a fire, regardless of 
whether the fire continues after ignition, or causes an explosion with intent to destroy or damage:
 Any vegetation, fence, or structure on open-space land; or
 Any building, habitation, or vehicle:

o Knowing that it is within the limits of an incorporated city or town,
o Knowing that it is insured against damage or destruction,
o Knowing that it is subject to a mortgage or other security interest,
o Knowing that it is located on property belonging to another,
o Knowing that it has located within it property belonging to another, or
o When the person starting the fire is reckless about whether the burning or explosion will 

endanger the life of some individual or the safety of the property of another.

Arson also occurs when a person:
 Recklessly starts a fire or causes an explosion while manufacturing or attempting to manufacture a 

controlled substance and the fire or explosion damages any building, habitation, or vehicle; or
 Intentionally starts a fire or causes an explosion and in so doing recklessly damages or destroys a 

building belonging to another, or recklessly causes another person to suffer bodily injury or death.

Assault is defined in part by Texas Penal Code § 22.01 as intentionally, knowingly, or recklessly 
causing bodily injury to another.
Bullying is defined as a single significant act or a pattern of acts by one or more students directed 
at another student that exploits an imbalance of power and involves engaging in written or verbal 
expression, expression through electronic means, or physical conduct that (1) has the effect or will 
have the effect of physically harming a student, damaging a student’s property, or placing a student 
in reasonable harm to the student’s person or of damage to the student’s property; (2) is sufficiently 
severe, persistent, or pervasive enough that the action or threat creates an intimidating, threatening, 
or abusive educational environment for a student; (3) materially and substantially disrupts the 
educational process or the orderly operation of a classroom or the school; or infringes on the rights 
of the victim at school. Bullying also includes “cyberbullying,” which means bullying that is done 
through the use of any electronic communication device including a cellular or other type of 
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telephone, a computer, a camera, electronic mail, instant messaging, text messaging, a social media 
application, an Internet website, or any other Internet-based communication tool. Bullying conduct 
includes conduct (1) that occurs on or is delivered to School property or to the site of a school-
sponsored or school-related activity on or off school property; (2) that occurs on a publicly or 
privately owned school bus or vehicle being used for transportation of students to or from school 
or a school-sponsored or school-related activity; and (3) cyberbullying that occurs off School 
property or outside of a school-sponsored or school-related activity if the cyberbullying (i) interferes 
with a student’s educational opportunities or (ii) substantially disrupts the orderly operation of a 
classroom, the School, or a school- sponsored or school-related activity.
Chemical dispensing device is a device designed, made, or adapted for the purpose of dispensing 
a substance capable of causing an adverse psychological or physiological effect on a human being.
Club is an instrument specially designed, made, or adapted for the purpose of inflicting serious 
bodily injury or death, including but not limited to a blackjack, nightstick, mace, and tomahawk.
Controlled substances or dangerous drugs include but are not limited to marijuana; any narcotic 
drug, hallucinogen, stimulant, depressant, amphetamine, barbiturate; anabolic steroid; or 
prescription medicine provided to any person other than the person for whom the prescription was 
written. The term also includes all controlled substances listed in Chapters 481 and 483 of the 
Texas Health and Safety Code.
Criminal street gang means three or more persons having a common identifying sign or symbol 
or an identifiable leadership who continuously or regularly associate in the commission of criminal 
activities.
Dating violence is the intentional use of physical, sexual, verbal, or emotional abuse by a person 
to harm, threaten, intimidate, or control another person with whom the student has or has had a 
dating relationship, as defined by Texas Family Code § 71.0021.
Deadly conduct occurs when a person recklessly engages in conduct that places another in 
imminent danger of serious bodily injury and includes but is not limited to knowingly discharging 
a firearm in the direction of an individual, habitation, building, or vehicle.
Deferred adjudication is an alternative to seeking a conviction in court that may be offered to a 
juvenile for delinquent conduct or conduct indicating a need for supervision.
Deferred prosecution may be offered to a juvenile as an alternative to seeking a conviction in 
court for delinquent conduct or conduct indicating a need for supervision.
Delinquent conduct is conduct that:
 Violates either state or federal law, other than a traffic offense, and is punishable by imprisonment or 

confinement in jail;
 Violates a lawful order of a court under circumstances that would constitute contempt of that court in 

a justice or municipal court, or a county court for conduct punishable only by a fine;
 Constitutes an intoxication and alcoholic beverage offense under Chapter 49 of the Texas Penal 

Code; or
 Violates Texas Alcoholic Beverage Code § 106.041 relating to driving under the influence of 

alcohol by a minor (third or subsequent offense).

Discretionary means that something is left to or regulated by a local decision maker.
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E-Cigarette means an electronic cigarette or any other device that simulates smoking by using a 
mechanical heating element, battery, or electronic circuit to deliver nicotine or other subtances to 
the individual inhaling from the device. The term does not include a prescription medical device 
unrelated to the cessation of smoking.
Explosive weapon is any explosive or incendiary bomb, grenade, rocket, or mine that is designed, 
made, or adapted for the purpose of inflicting serious bodily injury, death, or substantial property 
damage, or for the principal purpose of causing such a loud report as to cause undue public alarm 
or terror, and includes a device designed, made, or adapted for delivery or shooting an explosive 
weapon.
False Alarm or Report occurs when a person knowingly initiates, communicates, or circulates a 
report of a present, past, or future bombing, fire, offense, or other emergency that he or she knows 
is false or baseless and that would ordinarily:
 Cause action by an official or volunteer agency organized to deal with emergencies;
 Place a person in fear of imminent serious bodily injury; or
 Prevent or interrupt the occupation of a building, room, or place of assembly.

Firearm silencer means any device designed, made, or adapted to muffle the report of a firearm.
Graffiti means making marks with paint, an indelible pen or marker, or an etching or engraving 
device on tangible property without the effective consent of the owner. The markings may include 
inscriptions, slogans, drawings, or paintings.
Harassment is:
 Conduct that meets the definition established in Board policy and/or the Student Handbook; or
 Conduct that threatens to cause harm or bodily injury to another student, is sexually intimidating or 

obscene, causes physical damage to the property of another student, subjects another student to 
physical confinement or restraint, or maliciously and substantially harms another student’s physical or 
emotional health or safety.

Hazing is an intentional, knowing, or reckless act, occurring on or off campus, by one person alone 
or  acting with others, that is directed against a student and endangers the mental or physical health 
or safety of a student for the purpose of pledging, initiation into, affiliation with, holding office in, 
or maintaining membership in an organization.
Hit list is a list of people targeted to be harmed, using a firearm, a knife, or any other object to be 
used with intent to cause bodily harm.
Indecent Exposure means exposing one’s anus or genitals with intent to arouse or gratify the 
sexual desire of any person while being reckless about whether another is present who will be 
offended or alarmed by the act.
Intimate Visual Material means visual material that depicts a person (a) with the person’s 
intimate parts exposed; or (b) engaged in sexual conduct.
Knuckles means any instrument consisting of finger rings or guards made of a hard substance and 
designed or adapted for inflicting serious bodily injury or death by striking a person with a fist 
enclosed in the knuckles.
Location-Restricted Knife means a knife with a blade over five and one-half inches.
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Machine gun is any firearm that is capable of shooting more than two shots automatically, without 
manual reloading, by a single function of the trigger.
Mandatory means that something is obligatory or required because of an authority.
Online Impersonation occurs when a person, without obtaining the consent of another person 
and with the intent to harm, defraud, intimidate, or threaten any persons, uses the name or persona 
of another person to:
 Create a web page on a commercial social networking site or other Internet website; or
 Post or send one or more messages on or through a commercial social networking site or other 

Internet website, other than on or through an electronic mail program or message board program.

Online impersonation also occurs when a person sends an electronic mail, instant message, text 
message, or similar communication that reference a name, domain address, phone number, or other 
item of identifying information belonging to any person:
 Without obtaining the other person’s consent;
 With the intent to cause a recipient of the communication to reasonably believe that the other person 

authorized or transmitted the communication; and
 With the intent to harm or defraud any person.

Paraphernalia are devices that can be used for inhaling, ingesting, injecting, or otherwise 
introducing a controlled substance into a human body. It also includes equipment, products, or 
materials used or intended for use in planting, propagating, cultivating, growing, harvesting, 
manufacturing, compounding, converting, producing, processing, preparing, testing, analyzing, 
packaging, repackaging, storing, containing, or concealing a controlled substance.
Possession means to have an item on one’s person or in one’s personal property, including but not 
limited to clothing, purse, or backpack; a private vehicle used for transportation to or from school 
or school-related activities, including but not limited to an automobile, truck, motorcycle, or 
bicycle; or any other school property used by the student, including but not limited to a locker or 
desk.
Prohibited Weapon means an explosive weapon; a machine gun; a short-barrel firearm; a firearm 
silencer; knuckles; armor-piercing ammunition; a chemical dispensing device; a zip gun; or a tire 
deflation device.
Public school fraternity, sorority, secret society, or gang means an organization composed 
wholly or in part of students that seeks to perpetuate itself by taking additional members from the 
students enrolled in school based on a decision of its membership rather than on the free choice of 
a qualified student.
Reasonable belief is a determination made by the superintendent or designee using all available 
information, including the information furnished under Article 15.27 of the Code of Criminal 
Procedure.
Self-defense is the use of force against another to the degree a person reasonably believes the force 
is immediately necessary to protect himself or herself.
Short-barrel firearm is a rifle with a barrel length of less than 16 inches or a shotgun with a barrel 
length of less than 18 inches, or any weapon made from a rifle or shotgun that, as altered, has an 
overall length of less than 26 inches.
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Switchblade Knife is any knife with a blade that folds, closes, or retracts into the handle or sheath 
and that opens automatically by pressing a button or by the force of gravity or by the application of 
centrifugal force.
The term does not include a knife that has a spring, detent, or other mechanism designed to create 
a bias toward closure and that requires exertion applied to the blade by hand, wrist, or arm to 
overcome the bias toward closure and open the knife.
Terroristic threat is a threat of violence to any person or property with intent to:
 Cause a reaction of any type by an official or volunteer agency organized to deal with emergencies;
 Place any person in fear of imminent serious bodily injury;
 Prevent or interrupt the occupation or use of a building; room, place of assembly, or place to which the 

public has access; place of employment or occupation; aircraft, automobile, or other form of 
conveyance; or other public place;

 Cause impairment or interruption of public communications, public transportation, public water, 
gas, or power supply or other public service;

 Place the public or a substantial group of the public in fear of serious bodily injury; or
 Influence the conduct or activities of a branch or agency of the federal government, the state, or a 

political subdivision of the state, or a public charter school (including ILTexas).

Title 5 offenses are those that involve injury to a person and include murder; manslaughter; 
criminally negligent homicide; trafficking in persons; unlawful transport; kidnapping; assault (on 
a public servant); aggravated assault; sexual assault; aggravated sexual assault; unlawful restraint; 
indecency with a child; injury to a child, an elderly person, or a disabled person; abandoning or 
endangering a child; deadly conduct; terroristic threat; aiding a person to commit suicide; 
harassment of a public servant; improper photography; smuggling persons; and tampering with a 
consumer product.
Under the influence means lacking the normal use of mental or physical faculties. Impairment of a 
person’s physical or mental faculties may be evidenced by a pattern of abnormal or erratic behavior, 
the presence of physical symptoms of drug or alcohol use, or by admission. A student “under the 
influence” need not be legally intoxicated to trigger disciplinary action.
Use means voluntarily introducing into one’s body, by any means, a prohibited substance.
Zip gun is a device or combination of devices, not originally a firearm, but adapted to expel a 
projectile through a smooth-bore or rifled-bore barrel by using the energy generated by an 
explosion or burning substance.
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3 
Employee Handbook: Policies, Procedures, and Practices 2018-2019  

Welcome to International Leadership of Texas 
 
Dear Valuable Team Member: 
 
As an employee of International Leadership of Texas (“ILTexas”), you are part of a team that is 
dedicated to our mission: 
 
“To prepare students to be exceptional leaders in the international community by emphasizing servant 
leadership, mastering the English, Spanish and Chinese Languages, and strengthening the mind, body 
and character.” 
 
Everything we do and every action each of us takes is to support that mission, to support the students, 
the teachers, the parents and the staff. 
Thank you very much for choosing to be part of the ILTexas family. Now for the legalese. 
This handbook contains information about ILTexas employment policies and practices. We have 
designed our employment policies and practices not only to comply with federal and state employment 
laws, but also to attract, develop, and reward talented educators, administrators, support staff, and 
leaders. 
 
This handbook supersedes all previously issued handbooks and is a valuable reference for 
understanding your job at ILTexas. Each employee is expected to read this handbook carefully and 
know and abide by the policies outlined herein as revised over time, throughout your employment. No 
oral statement or representations can change the provisions of this handbook. ILTexas reserves the 
right to revise, delete, and add to the provisions of this handbook. Nothing in this handbook creates an 
employment contract, constitutes a legally binding agreement, or alters your “at will” status of 
employment in any way. 
 
If you have any questions regarding the contents of this handbook or any other policy or procedure, 
please ask your Principal, supervisor, or the Human Resources Department. 
 
Please sign the acknowledgement form agreeing to read and abide by the policies and procedures 
outlined in this handbook and return it to the Human Resources Department. This acknowledgement 
will also provide ILTexas with a record that each employee has been provided access to an online 
version of this handbook and/or has received instructions on how to obtain a printed copy of the 
handbook. 
 
With the utmost respect, 
 
 
Eddie Conger Superintendent 
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ACKNOWLEDGEMENT OF RECEIPT OF HANDBOOK 
 
 
Name:             
 
Campus/Department:           
 
The purpose of this handbook is to provide information that will help with questions and pave the way 
for a successful year at ILTexas. Not all school or Board policies and procedures are included, and 
ILTexas information, policies, and benefits described herein are subject to change at any time. Such 
changes will generally be communicated through official notices, and I understand that revised 
information may supersede, modify, or eliminate existing policies. I understand that I may request a 
copy of this Handbook by email from my Principal or office manager and that a paper copy of the 
Handbook is located in the main office. Only the Board of Directors has the ability to adopt any 
revisions to the policies in this Handbook. 
 
Furthermore, I understand that this Handbook is neither a contract of employment nor a legally binding 
agreement. I accept the terms of the Handbook and understand that it is my responsibility to comply 
with the policies contained in this Handbook and any revisions made to it. I further agree that if I 
remain with ILTexas following any modifications to the Handbook, I thereby accept and agree to such 
changes. Finally, in the event of any inconsistency between the information, policies, and benefits 
described herein and in my letter of agreement, the information, policies, and benefits described in the 
“Letter of Agreement” shall control. 
 
I have received my copy of the ILTexas Employee Handbook on the date listed below. In signing the 
Acknowledgment of Receipt below, I also acknowledge my understanding that I am responsible for 
reading the entire Handbook. 
 
 
 
             
Employee Signature      Date 
 
 
 
NOTE: You must sign and date this form within three days of receipt and return to the Human 
Resources Department. 
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PART 1: INTRODUCTORY INFORMATION 
 
Mission 
 

Our mission at International Leadership of Texas is to prepare students  
for exceptional leadership roles in the international community by emphasizing servant 

leadership, mastering the English, Spanish, and Chinese Languages,  
and strengthening the body, mind and character. 

 
Motto 
 

“Others Before Self” 
 
ILTexas Student Pledge 
 

I pledge to be a servant leader and put others before myself. 
I will serve others, respect others and encourage others. 

When I graduate from ILTexas, I will be a healthy person with a strong mind and 
character who speaks at least three languages. 

 
I will change the world. 

 
PART 2: EQUAL OPPORTUNITY EMPLOYMENT PRACTICES 

 
Non-Discrimination Statement/Equal Employment Opportunity 
ILTexas is an equal opportunity employer and makes employment decisions based on merit and in 
accordance with applicable state and federal law. ILTexas policy prohibits unlawful discrimination on 
the basis of race, color, national origin, religion, sex or gender, disability, military or veteran status, 
genetic information, or age in its employment practices as required by Titles VI and VII of the Civil 
Rights Act of 1964, as amended; Title IX of the Education Amendments of 1972; Titles I and V of the 
Americans with Disabilities Act of 1990, as amended (“ADA”); the Age Discrimination in Employment 
Act of 1967, as amended (“ADEA”); Section 504 of the Rehabilitation Act of 1973, as amended; the 
Genetic Information Nondiscrimination Act of 2008 (“GINA”); and any other legally-protected 
classification or status protected by federal, state, or local law. Additionally, ILTexas does not 
discriminate against an employee or applicant who acts to oppose such discrimination or participates in 
the investigation of a complaint related to an alleged discriminatory employment practice. 
 
We are committed to providing an inclusive and welcoming environment for all members of our staff, 
volunteers, subcontractors, and vendors. 
 
Employees can raise concerns and make reports without fear of reprisal. Employees with questions or 
concerns relating to equal employment opportunity, including discrimination and disability 
accommodations, are encouraged to bring these issues to the attention of an ILTexas administrator or the 
designated Title VII/Title IX, ADA, or ADEA Coordinator. 
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ILTexas has designated the following person as the Title VII/Title IX Coordinator, ADA Coordinator, and 
ADEA Coordinator: 
 

Finn Simmensen, 1820 N. Glenville Dr., Ste. 100, Richardson, Texas 75081, 972-479-9078 
 
Mr. Simmensen is responsible for receiving and investigating complaints of alleged discrimination or 
harassment on the basis of race, color, national origin, religion, sex or gender, or sexual harassment; alleged 
discrimination or harassment on the basis of disability; and receiving and investigating complaints of 
alleged discrimination or harassment on the basis of age. 
 
All other complaints regarding equal employment opportunity may be directed to the Director of Human 
Resources. 
 
Federal and State Worksite Postings 
Required state and federal postings are found at each ILTexas facility. The following postings can be found 
in an area common to all employees at their facility: Employee Rights Under the Fair Labor Standards Act; 
Job Safety and Health: It’s the Law; Employee Rights and Responsibilities Under the Family and Medical 
Leave Act; Equal Employment Opportunity is the Law; Your Rights Under USERRA; Employee Polygraph 
Protection Act Notice (EPPA); Texas Payday Law; Unemployment & Payday Law; Notice to Employees 
Concerning Workers’ Compensation in Texas; and the Texas Hazard Communication Act Notice to 
Employees. Postings are in both English and Spanish for all employees to read.  
 
Immigration Law Compliance  
ILTexas is committed to employing only United States citizens and aliens who are authorized to work in 
the United States and does not unlawfully discriminate on the basis of citizenship or national origin. 
 
Employees with questions or seeking more information on immigration law issues are encouraged to 
contact Finn Simmensen, 1820 N. Glenville Dr., Ste. 100, Richardson, Texas 75081, 972-479-9078. 
Employees may raise questions or complaints about immigration law compliance without fear of reprisal. 
 
Nondiscrimination Based on Religion 
ILTexas does not discriminate on the basis of any aspect of religious observance, practice, or belief unless 
ILTexas demonstrates that it is unable to reasonably accommodate the religious observance or practice of 
an employee or applicant without undue hardship to ILTexas’ business. 
 
Nondiscrimination Based on Military Service 
ILTexas will not deny initial employment, reemployment, retention in employment promotion, or any 
benefits of employment on the basis of membership in a uniformed service, performance in a uniformed 
service, application for uniformed service, or obligation to a uniformed service. 
 
ILTexas will not take adverse employment action or discriminate against any person who takes action to 
enforce protections afforded by the Uniformed Services Employment and Reemployment Rights Act of 
1994 (“USERRA”). 
 
Americans with Disabilities Act (ADA) 
ILTexas is committed to complying fully with the ADA, as amended, and ensuring equal opportunity in 
employment for qualified persons with disabilities (which includes life-threatening illnesses and HIV and 
AIDS). All employment practices and activities are conducted on a non-discriminatory basis. 
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Hiring procedures have been reviewed and provide persons with disabilities meaningful employment 
opportunities. Pre-employment inquiries are made only regarding an applicant’s ability to perform the 
duties of the position. 
 
Reasonable accommodation is available to all qualifying disabled employees, where their disability affects 
the performance of job functions, in accordance with the ADA. 
 
Qualified individuals with disabilities shall not be discriminated against on the basis of disability in regards 
to recruitment, advertising, job application procedures, hiring, upgrading, promotion, demotion, transfer, 
layoff, termination, right of return from layoff, rehiring, rates of pay, or any other form of compensation 
and changes in compensation, benefits, job assignments, job classifications, organizational structures, 
position descriptions, lines of progression, seniority lists, leaves of absence, sick leave, any other leave, 
fringe benefits available by virtue of employment, selection and financial support for training, school-
sponsored activities, including social and recreational programs, and any other term, condition, or privilege 
of employment. 
 
ILTexas does not discriminate against qualified employees or applicants because they are related to or 
associated with a person with a disability. 
 
Nondiscrimination Based on Genetic Information (GINA) 
ILTexas will not deny initial employment, reemployment, retention in employment promotion, or any 
benefits of employment on the basis of genetic information including information about an individual’s 
genetic tests and the genetic tests of an individual’s family members, as well as information about the 
manifestation of a disease or disorder in an individual’s family members. 
 

PART 3: EMPLOYMENT PRACTICES 
 
At-Will Employment  
Employment with ILTexas shall be at-will unless a term of employment is expressly stated in a written 
contract. At-will employment means that an employee may be terminated with or without cause, with 
or without prior notice, at any time, for any reason or for no reason. Similarly, employment with 
ILTexas is voluntarily entered into, and employees are free to resign at any time, with or without 
cause or notice. 
 
Status as an at-will employee may not be changed except in writing signed and approved by the Board of 
Directors. Employment at-will is the sole and entire agreement between ILTexas and you concerning the 
duration of your employment, and the circumstances under which your employment may be terminated. 
 
Nothing in this handbook is to be construed as creating an employment contract or agreement. No one other 
than the Board of Directors has the authority on behalf of ILTexas to alter an employee’s at-will 
employment arrangement, to enter into an agreement for employment for a specified period of time, or to 
make any agreement contrary to this policy, and any such agreement must be in writing and must be signed 
by the Board of Directors. 
 
Verification of Employment Eligibility 
Prior to the start of employment, ILTexas shall confirm the employment eligibility of all new hires by 
examination of documents establishing identity and employment authorization and completion of the 
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Federal Form I-9 required by the Department of Homeland Security. Each new employee, as a condition of 
employment, must complete a Federal Form I-9 and present appropriate documentation establishing identity 
and employment eligibility. 
 
All former employees who are rehired must also complete the form if they have not completed an I-9 with 
ILTexas within a timeframe established by Human Resources (generally three years after the date of hire 
or one year after employment is terminated, whichever is later), or if their previous I-9 is no longer retained 
or valid. 
 
New Hire Reporting 
By the 20th day after hiring a new employee, a report containing the name, address, and employer 
identification number of ILTexas shall be made to the Texas Employer New Hire Reporting Operations 
Center. 
 
New Hire Orientation 
Each new employee experiences an orientation period during the first 90 days of employment. During this 
time, the Principal or the employee’s immediate supervisor will provide training, guidance, feedback 
regarding performance, and an explanation of benefits, services, rules, safety training, and other information 
that is helpful to the new employee. At the end of the initial orientation period, the Principal or supervisor 
may conduct a performance evaluation. 
 
In-Service Training 
There is an ongoing in-service education program for all employees. Attendance at in-service training 
meetings is mandatory. 
 
Criminal History Records 
Criminal history records of prospective volunteers and applicants for employment shall be obtained from a 
law enforcement or criminal justice agency pursuant to Chapter 22 of the Texas Education Code and 
reviewed prior to employment or the commencement of volunteer service. Pursuant to this legal authority, 
criminal history checks of employees (or volunteers whose duties are performed where students are 
regularly present) may be obtained at any time during employment or volunteer services. 
 
Criminal history records must also be obtained and reviewed prior to the employment of any driver for 
student transportation either directly or through a commercial service. Criminal history checks of a bus 
monitor or bus aide employed through a commercial service must be obtained and reviewed through a 
commercial service. The Board of Directors shall be informed of a criminal record of a felony or 
misdemeanor involving moral turpitude and must affirmatively vote to employ such driver, monitor, or aide 
affiliated with a commercial service. 
 
Information collected on an individual to comply with the requirements listed above is confidential and 
may not be released except as authorized by law or with the consent of the person who is the subject of the 
information. 
 
All employees and applicants must complete the Authorization for Criminal History Background Check 
form accompanying this Handbook. 
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Prohibition Against Employing Individuals Convicted of Certain Offenses 
ILTexas shall discharge or refuse to hire an employee or applicant for employment if it obtains information 
through a criminal history review that: 
 

1. The employee or applicant has been convicted of: 
a. A felony under Penal Code Title 5; 
b. An offense requiring registration as a sex offender under Code of Criminal Procedure Chapter 

62; or 
c. An offense under the laws of another state or federal law that is equivalent to an offense under 

paragraphs (a) or (b); and 
2. At the time the offense occurred, the victim of the offense was under 18 years of age or was enrolled 

in a public school. 
 
However, ILTexas is not required to discharge or refuse to hire an employee or applicant if the person 
committed an offense under Title 5, Penal Code, and: 
 

1. The date of the offense is more than 30 years before: 
a. June 15, 2007 in the case of a person employed by ILTexas as of that date; or 
b. The date the person’s employment will begin, in the case of a person applying for employment 

with ILTexas after June 15, 2007; and 
2. The employee or applicant for employment satisfied all terms of the court order entered on 

conviction. 
 
ILTexas may discharge an employee if it obtains information of the employee’s conviction of a felony or 
misdemeanor involving moral turpitude that the employee did not disclose to ILTexas or the State Board 
of Educator Certification (“SBEC”). 
 
Except as required by state or federal law, ILTexas does not prohibit employment or refuse to consider an 
application for employment solely on the grounds that an applicant/employee has a prior criminal record. 
ILTexas does not prohibit employment or refuse to consider an application for employment based solely 
on the grounds that the applicant/employee has been arrested. 
 
In accordance with Title VII, it is the policy of ILTexas, prior to any exclusion of an applicant for 
employment or continued employment of an employee that has a criminal record, to conduct an 
individualized assessment of the criminal conduct at issue. In conducting such an assessment, IL Texas 
shall carefully consider appropriate factors, including the following, in order to determine that any 
exclusion based on criminal conduct is job-related to the position in question and consistent with the 
business necessity of ILTexas: 
 

• The nature and gravity of the offense or offenses; 
• The time that has passed since the conviction and/or completion of the sentence; 
• The nature of the job held or sought. 

 
Upon consideration of the above or other appropriate factors, IL Texas shall inform the applicant/employee 
that he or she may be excluded because of prior criminal conduct and provide the individual an opportunity 
to demonstrate that the exclusion does not properly apply to him or her and the position in question. ILTexas 
shall consider the additional information provided by the applicant/employee that demonstrates that the 
criminal conduct is not job related and is consistent with business necessity of ILTexas prior to making any 
final determination. Such additional information may include: 
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• The facts or circumstances surrounding the offense or conduct; 
• The number of offenses for which the individual was convicted;  
• Age at the time of conviction, or release from prison; 
• Evidence that the individual performed the same type of work, post-conviction, with the same or a 

different employer, with no known incidents of criminal conduct; 
• The length and consistency of employment history before and after the offense; 
• Rehabilitation efforts, e.g., education/training; 
• Employment or character references regarding fitness for the particular position; 
• Whether the individual is bonded under a federal, state or local bonding program. 

 
ILTexas reserves the right to perform criminal history record checks on current employees. 
 
Fingerprinting 
In accordance with state law, ILTexas requires all employees and substitutes to complete the fingerprinting 
process implemented by the SBEC/Texas DPS Clearinghouse prior to employment. 
 
Reporting an Educator’s Misconduct 
The Superintendent shall promptly notify the SBEC by filing a written report (within seven days of first 
learning about an alleged incident of misconduct) with the Texas Education Agency upon obtaining 
knowledge or information indicating any of the following circumstances: 
 

1. That an educator, applicant for, or holder of an educator’s certificate has a reported criminal history, 
and ILTexas learned of the criminal record by means other than the criminal history clearinghouse 
established by the Texas Department of Public Safety. 

2. That an educator or certificate holder was terminated and there is evidence that the educator: 
a. Abused or otherwise committed an unlawful act with a student or minor; 
b. Was involved in a romantic relationship or solicited or engaged in sexual conduct with a student 

or minor 
c. Possessed, transferred, sold, or distributed a controlled substance; 
d. Illegally transferred, appropriated, or expended school property or funds; 
e. Attempted by fraudulent or unauthorized means to obtain or alter any certificate or permit that 

would entitle the individual to be employed in a position requiring such a certificate or permit 
or to receive additional compensation associated with a position; or 

f. Committed a crime or any part of a crime while on school property or at a school-sponsored 
event. 

3. That a certificate holder resigned, and reasonable evidence supported a recommendation to 
terminate the individual because he or she committed one of the acts specified in paragraph 2 above. 

4. That an educator engaged in conduct that violated the assessment instrument security procedures 
established by Education Code 39.0301. 

 
Additionally, the Principal shall promptly notify the Superintendent within seven days of obtaining 
knowledge or information of (1) an educator’s termination of employment or resignation following an 
alleged incident of misconduct described in items one, two, three, or four above; or (2) learning of an 
educator’s criminal record by means other than a criminal history clearinghouse report. 
 
In accordance with state law, the Superintendent or designee must complete an investigation based on 
reasonable cause that the educator may be engaged in abuse or otherwise committing an unlawful act with 
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a student or minor. An investigation of the educator’s misconduct must be completed even if the educator 
resigns from employment before the completion of the investigation. If the educator is arrested and law 
enforcement requests that the school cease its investigation and the Superintendent or designee is unable to 
complete the investigation, the Superintendent is still required to timely report to SBEC that the 
investigation was interrupted at the request of law enforcement. 
 
ILTexas shall provide notice to the parent or guardian of a student with whom an educator is alleged to 
have engaged in misconduct in accordance with state law. 
 
Prior to the start of employment, applicants must complete the Pre-Employment Affidavit form, as 
published by the Texas Education Agency, disclosing whether the applicant has been charged with, 
adjudicated for, or convicted of having an inappropriate relationship with a minor. 
 
Arrest & Conviction Occurring after Employment Begins 
An employee who is arrested for any felony or any misdemeanor offense involving moral turpitude must 
report the arrest to the immediate supervisor within three calendar days of the arrest. An employee who is 
convicted of or received deferred adjudication for such an offense must also report that event to the 
immediate supervisor within three calendar days of the event. An employee shall notify the immediate 
supervisor within three calendar days of any arrest, indictment, conviction, no contest or guilty pleas, or 
other adjudication of the employee for any felony, any offense involving moral turpitude, and any other 
offenses as indicated below: 
 

• Crimes involving school property or funds; 
• Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate or 

permit that would entitle any person to hold or obtain a position as an educator; 
• Crimes that occur wholly or in part on school property or at a school-sponsored activity; or 
• Crimes involving moral turpitude, which include but are not limited to: 

o Dishonesty, fraud, deceit, theft, misrepresentation; 
o Deliberate violence; 
o Base, vile or depraved acts that are intended to arouse or gratify the sexual desire of the actor; 
o Felony possession, transfer, sale, distribution or conspiracy to possess, transfer, sell or 

distribute any controlled substance defined in Chapter 481 of the Health and Safety Code; 
o Acts constituting public intoxication, operating a motor vehicle while under the influence of 

alcohol, or disorderly conduct if two or more acts are committed within any 12–month period; 
or 

o Acts constituting abuse under the Texas Family Code. 
 
The requirement to report a conviction or deferred adjudication shall not apply to minor traffic offenses. 
However, a first offense of DWI or DUI must be reported if the employee drives or operates (or is authorized 
to do so) an ILTexas vehicle or piece of mobile equipment. Failure to timely report an arrest, indictment, 
charge, plea, conviction or adjudication may result in disciplinary action, up to and including termination. 
Such report shall be made within three days of the arrest, conviction or any other adjudicatory action. 
 
Conviction of a crime shall not be an automatic basis for termination. ILTexas shall consider the following 
factors in determining what action, if any, should be taken against an employee who is convicted of a crime 
during employment with ILTexas: 
 

• The nature of the offense; 
• The date of the offense; 
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• The relationship between the offense and the position to which the employee is assigned; and 
• The best interests of ILTexas and its students. 

 
Fair Credit Reporting Act 
ILTexas may utilize consumer reports – e.g., credit, criminal, employment references and Department of 
Public Safety reports to assist us in making employment decisions. In addition, ILTexas may conduct annual 
driving record checks to verify that the licenses and driving records of those employees required to drive 
ILTexas owned vehicles are valid and acceptable to our insurance carrier. 
 
Where required by applicable law, prior to running any of the above-mentioned checks/records, each 
employee will be provided any required notice form(s) and must sign an authorization form at the time of 
the initial job interview or prior to being extended an offer of employment. Refusal to sign such 
authorization is grounds for disqualification from employment with ILTexas. Continued employment is 
also expressly conditioned on satisfactory results from legally authorized or required record and background 
checks. 
 
In the event ILTexas relies on a “consumer report” for an “adverse action” as defined by the Fair Credit 
Reporting Act and regulation – i.e., denying a job application, reassigning or terminating an employee, or 
denying a promotion – ILTexas will take the following action(s): 
 
Step 1: Before taking adverse action, the employee will be provided a pre-adverse action disclosure that 
includes a copy of the individual’s consumer report and a copy of “A Summary of Your Rights Under the 
Fair Credit Reporting Act” – a document prescribed by the Federal Trade Commission. 
 
Step 2: After taking an adverse action, the employee will be provided notice – either orally, in writing, or 
electronically – that the action has been taken. This notice will include: 
 

• The name, address, and telephone number of the Credit Reporting Agency (“CRA”) that supplied 
the report; 

• A statement that the CRA supplying the report did not make the decision to take the adverse action, 
and cannot give specific reasons for it; and 

• A notice of the individual’s right to dispute the accuracy or completeness of any information the 
agency furnished, and his or her right to an additional free consumer report from the agency upon 
request within 60 days. 

 
The employee will be given a reasonable time period to refute the information. However, it is ultimately 
the decision of ILTexas as to what action is taken. 
 
Assignment and Reassignment 
All personnel are subject to assignment and reassignment by ILTexas. School personnel may be directed to 
perform additional or supplemental duties from time to time. Unless specifically approved by the Board of 
Directors and ILTexas, no additional financial compensation is provided for such duties. ILTexas’ criteria 
for approval of campus appointments and reassignments will be consistent with school policy regarding 
equal opportunity employment. 
 
Any employee may request reassignment to another position for which he or she is qualified by applying 
for the position at www.ILTexasDistrict.org. All interested employees who feel they meet a position’s 
minimum qualifications are encouraged to apply. Selection is based on the school’s needs and a candidate’s 
qualifications and performance. ILTexas fills all job vacancies with the individual it deems best fitted for 
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the position and reserves the right to select candidates from outside ILTexas. 
 
Transfers 
Employees who are considering transferring to another campus or department must first notify their current 
Supervisor/Principal. Employees must be in good standing for the transfer to be approved. Good standing 
is defined as not actively being on any type of professional growth plan and/or not receiving any formal 
disciplinary actions in the 90 days prior to the transfer request. The employee’s current manager is 
responsible for requests to Human Resources by the designated deadline. Employees wishing to transfer to 
another position must first notify their current Supervisor/Principal as a first step in this process. The 
receiving Supervisor/Principal must accept and sign off on the transfer. 
 
Supervisors or Principals may request an interview and/or sample teaching lesson before a transfer request 
is approved. Employees selected for a transfer will receive notification from Human Resources. 
 
Requests for transfer during the school year will be considered only when the change will not adversely 
affect students and after a replacement has been found. All transfer requests will be coordinated by Human 
Resources and must be approved by the sending and receiving hiring Supervisor/Principal. 
 
Professional Development  
ILTexas is committed to the professional development of all employees. For educators, ILTexas provides 
training before the start of the school year, on-site coaching and modeling throughout the school year, day-
to-day instructional leadership, and access to external workshops. For non-instructional staff, ILTexas 
provides technical training before the start of the school year and throughout the year. To access this 
information please go to www.ILTexasDistrict.org and select the Curriculum, Instruction, and Assessment 
tab. 
 
In addition, all employees are encouraged to pursue external professional development opportunities in the 
form of workshops or additional certification. Employees should talk with their supervisors about additional 
development opportunities and specific career paths. Supervisors must approve professional development 
before it is taken if time off will be required to attend the session/course. 
 
Personnel Records 
ILTexas maintains a personnel file on each employee. This file includes the employee’s job application, 
resume, all new hire paperwork, records of training, documentation of performance appraisals and salary 
increases, and other employment records. The records housed in the Office of Human Resources are 
considered the official records for each employee. 
 
All information in an employee’s personnel file will be made available to the employee or his/her authorized 
representative in the same manner that public information is made available under the public information 
laws found in Texas Government Code Chapter 552. 
 
An employee or his/her authorized representative has a special right of access, beyond the right of the 
general public, to information held by ILTexas that relates to the employee, and that is protected from 
public disclosure by laws intended to protect the employee’s privacy interests. ILTexas may not deny to 
the employee or his/her authorized representative access to information relating to the employee on the 
grounds that the information is considered confidential by privacy principles under the Public Information 
Act. However, ILTexas may assert, as grounds for denial of access, other provisions of the Public 
Information Act or other laws that are not intended to protect the employee’s privacy interests. 
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If ILTexas determines that information in an employee’s records is exempt from disclosure under an 
exception of Texas Government Code chapter 552, Subchapter C, other than an exception intended to 
protect the privacy interest of the employee or his/her authorized representative, it will, when required, 
submit a written request for a decision to the Attorney General of Texas before disclosing the information. 
ILTexas will release the information to the employee requesting the information in accordance with 
applicable law. 
 
Employees who wish to review their own personnel file in Human Resources should contact the Director 
of Human Resources. 
 
Many personnel records may also be public information and must be released upon request in accordance 
with state law. Pursuant to a written Open Records Request under the Texas Public Information Act, 
employees may choose to have the following personal information withheld from disclosure: 
 

• Home Address, 
• Phone number, 
• Information that reveals whether they have family members, and 
• Emergency contacts. 

 
Please provide written notice to the Director of Human Resources if you wish to opt-out and have the above-
identified information “exempted” from disclosure under the Texas Public Information Act. A request to 
deny public access to personal information is effective only for public information requests made after the 
date the employee submits to the request to deny access. New or terminated employees have 14 days upon 
hire/termination to choose whether to have either closed or public records. If a choice is not submitted to 
the Human Resources Department, employee records will remain open, at which point most personal 
information will be released to the public upon request. With respect to certain medical information 
protected by state and federal law and evaluation documents exempted from disclosure under State law, 
ILTexas will seek to exempt and protect such documentation from disclosure to the extent permitted by 
law. 
 
Name and Address Changes 
Employment records must be kept up to date. Employees must notify Human Resources if there are any 
changes or corrections to their name, address, telephone number, marital status, and emergency contact 
information. Name change notifications must be submitted with the employee’s new social security card 
depicting the employee’s new name. 
 
Employment Applications 
ILTexas relies upon the accuracy of information contained in the employment application, as well as the 
accuracy of other information presented throughout the hiring process and employment. Any 
misrepresentations, falsifications, or material omissions in this information or data may result in ILTexas’ 
exclusion of the individual from further consideration for employment or, if the person has been hired, 
termination from employment. 
 
Minimum Qualifications for Principals and Teachers, and Notification to Parents 
Regarding Teacher Qualifications 
ILTexas employs Principals, teachers and instructional staff members who are properly credentialed and 
qualified as required by state and federal law. Employment is contingent upon and subject to the employee 
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submitting all required documentation in a timely and accurate manner and meeting all other employment 
requirements of ILTexas. 
 
State law requires that ILTexas provide to the parent or guardian of each enrolled student written notice of 
the professional qualifications of the student’s classroom teachers. ILTexas will also provide this 
information upon request from a parent. 
 
First Aid, CPR, and AED Certification 
Certain employees (i.e., physical education teachers and coaches) who are involved in physical activities 
for students must maintain and submit to the Principal and Victor Cathey, Director of Athletics and Physical 
Fitness, proof of current certification in first aid, cardiopulmonary resuscitation (CPR), and the use of an 
automated external defibrillator (AED). Certification must be issued by the American Red Cross, the 
American Heart Association, or another organization that provides equivalent training and certification. 
Employees subject to this requirement must submit their certification to Supervisor and the Director of 
Athletics and Physical Fitness at the start of each school year and each time the employee is re-certified. 
 
Conflicts of Interest  
It is the goal of ILTexas to avoid creating or maintaining circumstances in which the appearance or 
possibility of favoritism, conflicts or management disruptions exist. 
 
Employees have an obligation to conduct business within guidelines that prohibit actual or potential 
conflicts of interest. This section of the handbook establishes only the framework within which ILTexas 
wishes to operate. ILTexas’ framework is also guided by applicable state and federal law governing 
conflicts of interest and nepotism applicable to Texas open-enrollment charter schools and nonprofit tax-
exempt entities. 
 
An actual or potential conflict of interest occurs when an employee is in a position to influence a decision 
that may result in a personal gain for that employee or for a relative as a result of ILTexas’ business dealings 
and operations. 
 
No “presumption of guilt” is created by the mere existence of a relationship with an employee, contractor 
or vendor that may be a potential conflict of interest. However, employees are required to disclose in writing 
to ILTexas any situation that creates a potential conflict of interest with proper discharge of assigned duties 
and responsibilities or creates a potential conflict of interest with the best interests of ILTexas. This includes 
the following: 
 

• A personal financial interest; 
• A business interest; 
• Any other obligation or relationship; or 
• Non-school employment 

 
Employees should contact their supervisor for additional information. 
 
Nothing in this policy is meant to interfere with ILTexas’ desire to encourage staff members to take part in 
civic, church, and other public services where opportunities to exhibit good citizenship are present. 
 
Outside Employment 
Employees should not be engaged in outside employment that provides a conflict of interest or directly 
interferes with the employee’s performance. Employees who wish to engage in any form of outside 
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employment are required to disclose in writing to their immediate supervisor any outside employment and, 
if a potential or actual conflict of interest is present, have written permission from their immediate 
supervisor to engage in the outside employment. Supervisors will consider outside employment on a case-
by-case basis and determine whether it should be prohibited because of a conflict of interest. Employees 
are prohibited from performing non-school work while on the job or using ILTexas equipment and/or 
supplies to perform non-school work. 
 
Employment of Relatives and Fraternization 
ILTexas is committed to providing equal employment opportunities to its employees. Intimate relationships 
have the potential to interfere with ILTexas’ ability to provide equal employment opportunities for its 
employees, and in some instances, may constitute sexual harassment or other unlawful discrimination. To 
minimize potential conflicts of interest, ILTexas strongly discourages its employees from entering into 
intimate relationships with other employees for which they have professional supervisory responsibility. 
 
While relatives of employees may be employed by ILTexas in accordance with applicable law, a familial 
relationship among employees can also create an actual, or at least a potential, conflict of interest in the 
employment setting, especially where one relative has professional supervisory responsibility over another 
relative. No employee shall be hired based solely on his or her family relationship with an ILTexas 
employee, administrator, or Board member. When a prospective employee-relative applies for a position 
with ILTexas, the prospective employee-relative shall disclose in writing his or her relationship to any 
current school employee, administrator, or Board member. 
 
ILTexas may refuse to hire or assign a relative in a position where the appearance of or potential for 
favoritism or conflict exists or where otherwise prohibited by law. Where hardship exists, employees may 
appeal to the CEO in accordance with ILTexas’ formal complaint procedures set forth herein. 
 
Unless otherwise approved by the CEO, if two employees marry, become relatives of each other or enter 
into an intimate relationship, they should not remain in a professional supervisory relationship. ILTexas 
will, at its discretion, attempt to identify other available positions, and allow one or both of such employees 
to apply for reassignment, or ILTexas may reassign the employees at its discretion. If no alternate position 
is available, ILTexas may terminate either of the employees at its discretion. 
 
In other cases where a conflict or the potential for conflict arises between an employee and another 
employee, even if there is no professional supervisory responsibility involved, the parties may be separated 
by reassignment to another position or terminated from employment, at the discretion of ILTexas. 
 
A supervisor shall not have direct professional supervisory responsibility over a relative. In addition, all 
relatives shall be separated by at least two levels of direct reports. In other words, a supervisor-relative may 
not have an employee-relative be a direct report, and a supervisor-relative must place two non-relative 
employees, with supervisory roles, between himself/herself and the employee-relative.  
 
No employment of relatives or fraternization will be allowed to be maintained, regardless of the positions 
involved, if it creates a disruption or potential disruption in the work environment, creates an actual conflict 
of interest or is prohibited by any legal or regulatory mandate. 
 
For the purposes of this policy section, a “relative” shall include the following relationships: relationships 
established by blood, marriage or legal action. Examples include (but are not limited to) the employee’s 
spouse, mother, father, son, daughter, sister, brother, mother-in-law, father-in-law, sister-in-law, brother-
in-law, daughter-in-law, stepparent, stepchild, aunt, uncle, nephew, niece, grandparent, grandchild or 
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cousin. The term also includes domestic partners (a person with whom the employee’s life is interdependent 
and who shares a common residence) and a daughter or son of an employee’s domestic partners. 
 
Textbook and Materials Acquisition 
Any ILTexas director, administrator, or teacher who receives any commission or rebate on any textbooks, 
electronic textbooks, instructional materials, or technological equipment used by the School may commit a 
Class B misdemeanor offense. 
 
Any ILTexas officer, administrator, or teacher who accepts a gift, favor, or service given to the person, or 
to the School, that could not be lawfully purchased with funds from the state textbook fund, and that might 
reasonably tend to influence the person in the selection of a text electronic textbook, instructional material, 
or technological equipment may commit a Class B misdemeanor offense. 
 
Non-Disclosure 
The protection of confidential business information and trade secrets is vital to the interests and the success 
of ILTexas. Such confidential information includes, but is not limited to, the following: 
 

• Curriculum systems; 
• Instructional programs; 
• Curriculum solutions; 
• Student course work; 
• Compensation data; 
• Computer processes; 
• Computer programs and codes; 
• New materials research; 
• Pending projects and proposals; 
• Proprietary production processes; 
• Research and development strategies; 
• Technological data; and 
• Technological prototypes. 

 
An employee who improperly uses or discloses trade secrets or confidential business information belonging 
to ILTexas will be subject to disciplinary action, up to and including termination of employment and legal 
action, even if the employee does not actually benefit from the disclosed information. This does not include 
any disclosure of otherwise confidential business information or trade secrets in accordance with the Texas 
Public Information Act, Chapter 552 of the Texas Government Code, or other applicable federal or state 
law. 
 
Copyrighted Material 
All ILTexas employees are required to abide by and comply with all state and federal laws governing 
copyright, trademarks and other intellectual property. Federal copyright law protects “original works of 
authorship fixed in any tangible medium of expression.” Protected works include, but are not limited to: 
 

• Literary works; 
• Musical works, including any lyrics; 
• Dramatic works, including any musical accompaniment; 
• Sound recording; and 
• Pictorial, graphic and sculptural works. 
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If employees use a protected work in an inappropriate manner, the action may constitute an “infringement” 
of federal copyright law. Infringement is similar to theft, and there are both civil and criminal penalties for 
such action. The use of copyrighted material may require the permission of the copyright owner. The 
absence of a copyright notice or symbol on a work does not mean it is not copyrighted. Under what is called 
the Fair Use Doctrine, school employees may use portions of copyrighted works without the owner’s 
permission if the use “serves a public purpose.” 
 
Employees acknowledge and understand that the entire right, title and interest of any and all writings, works 
and other creations that they may prepare, create, write, initiate or otherwise develop as part of their efforts 
while employed by ILTexas shall be considered the property of ILTexas. This includes, but is not limited 
to, the development of a curriculum. These works will be “works for hire” and shall be the sole and 
exclusive property of ILTexas, including any copyright, patent or trademark or application thereof. 
Employees hereby assign and transfer to ILTexas all right, title and interest in such works and creations, 
including without limitation, all patent, trademark and copyright rights that now exist or may exist in the 
future. Employees further agree that at any reasonable time upon request, and without further compensation 
or limitation, they will execute and deliver any and all papers, applications or instruments that in ILTexas’ 
opinion may be necessary or desirable to secure the school’s full enjoyment of all right, title interest and 
properties herein assigned. Employees agree to not charge the school for use of their copyrighted, 
trademarked and patented material. 
 
Proprietary Information 
Proprietary information includes all information relating in any manner to the business of ILTexas and its 
schools, students, parents, consultants, customers, clients, and business associates obtained by ILTexas 
employees during the course of their work. Occasionally, in the service of ILTexas’ mission, ILTexas may 
choose to share otherwise proprietary information (e.g., best practices) with outside parties. Such 
documents will be prepared specifically for publication and dissemination. If an individual employee 
receives a request from an outside party for either paper or electronic copies of ILTexas documents, that 
employee should seek approval from ILTexas’ Legal Department before disseminating documents. 
 
Performance Management Program 
ILTexas has instituted a Performance Management Program to evaluate employee performance. Employees 
will receive constructive coaching and counseling in conjunction with performance evaluations designed 
to address performance and develop skills. All employees will participate in the process with the Principal 
and/or their immediate supervisor at least annually. Principals and/or supervisors may also elect to complete 
additional period evaluations, as approved by the next level administrator. 
 
Termination or Resignation 
Employees are employed at-will and can be dismissed without notice or warning. 
 
All school-owned property in the employee’s possession must be returned to his or her supervisor upon 
separation from employment. Failure to return school-owned property constitutes theft of public property 
and will be reported to law enforcement. 
 
In the event an employee has been terminated or resigns, it is the employee’s responsibility to provide a 
forwarding address and telephone number. This information must be provided to Human Resources no later 
than December 31 of that year for W-2 purposes, and no later than the last day of work in the event of 
termination or resignation. In the event the W-2 or final paycheck is returned to ILTexas, the school will 

87 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM



 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
25 

hold the W-2 or the final check until claimed by the former employee or by an individual authorized in 
writing by the former employee to collect the check and/or the W-2. 
 
Exit packets and surveys will be provided via email for all employees leaving ILTexas. Information on the 
continuation of benefits, release of information, and procedures for requesting references will be provided 
at this time. 
 
Money Owed to International Leadership of Texas at Termination 
In the event of termination, whether voluntary or involuntary, ILTexas will, to the extent allowed by law, 
deduct from an employee’s final paycheck and/or expense reimbursement any and all money owed to 
ILTexas for any reason, including, but not limited to charges for personal telephone calls, personal charges 
on any school credit card issued to an employee, any insurance premiums due, and any amounts that the 
employee may have been overpaid by ILTexas. 
 
Reports Concerning Court-Ordered Withholding 
ILTexas is required to report the termination of employees that are under court order or writ of withholding 
for child support or spousal maintenance to the court and the individual receiving the support (Texas Family 
Code §§ 8.210, 158.211). Notice of the following must be sent to the court and support recipient: 
 

• Termination of employment not later than the seventh day after the date of termination; 
• Employee’s last known address; and 
• Name and address of new employer, if known. 

 
Employee Complaint Process 
In an effort to hear and resolve employee concerns or complaints in a timely manner and at the lowest 
administrative level possible, the Board has adopted an orderly grievance process. Employees are 
encouraged to discuss their concerns or complaints with their supervisors or an appropriate administrator 
at any time. 
 
Informal Process 
ILTexas encourages employees to discuss their concerns and complaints through informal conferences with 
their immediate supervisor, Principal, or other appropriate administrator. Concerns should be expressed as 
soon as possible to allow early resolution at the lowest possible administrative level. 
 
Formal Process 
The formal process provides all employees with an opportunity to be heard up to the highest level of 
management if they are dissatisfied with an administrative response. Once all administrative procedures are 
exhausted, employees can bring concerns or complaints to the board of trustees. 
 
Freedom from Retaliation 
Neither ILTexas nor any ILTexas employee shall unlawfully retaliate against an employee for bringing a 
concern or complaint. 
 
Process for Filing General Employee Complaints and Grievances 
The purpose of this grievance procedure is to entertain employee views and to resolve employee complaints 
and workplace conflicts in an efficient and expeditious manner at the lowest possible administrative level. 
In using and applying the policy, all participants are expected to remain courteous and to adhere to the Code 
of Ethics and Standard Practices for Texas Educators. 

88 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM



 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
26 

 
 
Definitions 
For purposes of understanding the General Employee Complaints and Grievances Process, terms are 
defined as follows: 
 
The terms “complaint” and “grievance” shall have the same meaning and may pertain to the following 
situations: 
 

1. Grievances concerning an employee’s wages, hours, or conditions of work; 
2. Specific allegations of unlawful discrimination in employment based on the employee’s sex or 

gender (including allegations of sexual harassment and/or wage discrimination on the basis of sex), 
race, religion, national origin, age, veteran status, or disability, following completion of an 
investigation by the designated compliance coordinator or designee set by policy; 

3. Specific allegations of unlawful discrimination or retaliation based on the employee’s exercise of 
constitutional rights; or 

4. Specific allegations of adverse personnel action in retaliation for reporting to an appropriate law 
enforcement authority of a violation of a law by an ILTexas employee, director, or officer.  

 
The term “day” shall be defined as a school business day. In calculating timelines under these procedures, 
the day a document is filed is “day zero,” and all deadlines shall be determined by counting the following 
school business day as “day one.” 
 
Complaint Rules 
 

1. Neither the Board nor any ILTexas employee shall unlawfully retaliate against an employee for 
bringing a concern or compliant informally or formally. 

2. Employees filing a formal grievance must utilize ILTexas’ Grievance Forms for the corresponding 
grievance level. The forms are available from the Human Resources Department. 

3. A grievant must specify the harm alleged by each individual named, as well as the remedy for that 
harm the grievant seeks. For purposes of efficiency and expediency, ILTexas’ grievance forms 
must be completed in all parts. Any grievance form that is incomplete in a material way may be 
dismissed but may be re-filed with all the required information if the re-filing is within the 
designated time for filing a complaint. 

4. An employee may not bring separate or serial grievances regarding the same event or action. 
Employee grievances addressing similar matters may be consolidated at ILTexas’ discretion. 

5. A grieving employee may be represented by an attorney or advocate at any level of the grievance 
process. 

6. The complaining employee must comply with all time limits applicable to the grievance process, 
unless such time limits are modified by mutual consent. 

7. If the administrator addressing the complaint determines that additional time is needed to complete 
a thorough investigation of the complaint and/or to issue a response, the administrator shall inform 
the complainant in writing of the necessity to extend the response time and a specific date by when 
the response will be issued. 

8. School grievance officials who fail to meet a time requirement, without providing written notice of 
an extended deadline, shall be considered to have denied the grievance as effective the date of the 
missed deadline. 

9. The complaining employee shall present all reasonably available documents supporting their 
grievance at Level One. 
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10. Grievance officials shall have the discretion to hold conferences, conduct interviews, conduct fact 
finding investigations, review relevant records and employ other means that will aid in their 
decision. 

11. Costs of a grievance shall be borne by the party incurring them. 
 
Employee Complaint Process 
Informal Process: The primary process to handle all complaints and to resolve all conflicts is to handle 
them at the lowest level in the chain of command as possible. Every employee should use the weekly Red, 
Yellow, Green Feedback form. If in that process the issue is still not resolved to the satisfaction of the 
employee, the employee is encouraged to reach out to the next level of person in the chain of command. If 
the issue is still not resolved, this process should continue until it reaches the superintendent. At any time, 
every employee may also reach out to the Executive Director of Student Services for support in informal 
conflict resolution. Employees should make their concerns known as soon as possible and attempt to reach 
an informal resolution prior to the expiration of ten (10) days from the time the employee knew of or should 
have known of the event(s) giving rise to a complaint. 
 
Formal Process: The formal complaint process provides all employees with an opportunity to be heard up 
to the highest level of management. Once all administrative procedures are exhausted, employees can bring 
concerns or complaints to the Board, as outlined below. 
 

Level One 
Formal complaints must be filed within the later of (10) ten days of the date the employee first knew, 
or with reasonable diligence should have known, of the decisions or action-giving rise to the complaint 
or grievance, or (2) within ten days after the date a letter is mailed or e-mailed to the employee after 
completion of the informal grievance process and notifying the employee of the formal grievance 
process. Complaints must be submitted to the employee’s immediate supervisor and the Executive 
Director of Human Resources. The complaint must be specific, referencing any law or policy alleged 
to have been violated, and/or the dissatisfaction raised by the employee. The complaint must also 
specify a remedy or remedies requested. ILTexas may, upon review of the grievance, require the 
employee to begin the grievance process at Level Two. A decision by ILTexas to require the employee 
to file at Level Two suspends the timelines under this procedure, so that the number of days between 
the filing of the Level One Grievance and the decision of ILTexas to require the employee to start at 
Level Two shall not be considered in determining the timeliness of a grievance. 
 
The employee’s immediate supervisor or designee shall serve as the Level One Grievance Officer. 
Within ten days of receipt of the written complaint, the Level One Grievance Officer will investigate 
the complaint and meet with the complaining employee and/or representative to consider the complaint. 
The Level One Grievance Officer will thereafter decide the grievance and, within ten days following 
the conference, provide a written Level One Grievance Decision to the employee. 
 

Note: Employees alleging adverse employment action in retaliation for reporting a violation 
of law by a ILTexas employee, director, or officer may appeal directly from Level One to 
Level Three, bypassing Level Two. 

 
Level Two 
If the complaint is not resolved to the employee’s satisfaction at Level One, or if no written decision is 
received from the Level One Grievance Officer within the time allotted, or if the employee is directed 
to do so by ILTexas, the employee may submit a written appeal to the Director of Human Resources 
by completing and submitting a Level Two Grievance Form. Unless otherwise provided by applicable 
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policy or procedure, the Level Two Grievance shall explain the employee’s objection to the Level One 
Decision, if any, and shall be filed within ten days after receipt of a Level One Decision or, if no 
response was received, within ten days of the response deadline at Level One. The Level Two record 
shall consist of the Level One Form and the Level One Decision, if available. 
 
The Area Superintendent or their designee(s) shall serve as the Level Two Grievance Officer. The Level 
Two Grievance Officer will hold a conference with the grievant within ten days after the appeal notice 
is filed. At the conference, the Level Two Grievance Officer shall consider only the issues and 
documents presented at Level One and identified in the Level Two appeal notice. The Level Two 
Grievance Officer shall issue a written decision on or before ten days following the conference. 
 
Level Three 
If the complaint is not resolved to the employee’s satisfaction at Level Two, or if no written decision 
is received from the Level Two Grievance Officer within the time allotted, the employee may submit a 
written appeal to the Superintendent or designee by completing a Level Three Grievance Form. 
Completed forms must be submitted to the Superintendent or designee within ten days after receipt of 
a Level Two Decision or, if no response was received, within ten days of the response deadline at Level 
Two. The Level Three record shall consist of any previously submitted Grievance Forms and, if 
available, the Level One and Level Two Decisions. 
 
The Superintendent or designee will inform the employee of the date, time and place of a meeting with 
the Superintendent or designee, at which the complaint will be heard. This meeting will take place 
within ten days after the appeal notice is filed. The Superintendent or designee will serve as the Level 
Three Grievance Officer and may set reasonable time limits and guidelines for the presentation. The 
Level Three Grievance Officer shall hear the complaint and may request that the administration provide 
an explanation for the decisions at the preceding levels. The meeting with the Level Three Grievance 
Officer shall be recorded by audio recording, video/audio recording, and/or court reporter. The Level 
Three Grievance Officer shall review the complaint and the record and shall issue a written Level Three 
Decision within ten days of the Level Three Conference. 
 
Level Four 
A grieving employee who is dissatisfied with the Level Three Decision, or is otherwise authorized to 
appeal to Level Four, may submit a written appeal to the Board of Directors using a Level Four 
Grievance Form. The Level Four Grievance shall explain the employee’s objections to the decision 
from the level below and shall be filed within ten days of the employee’s written response of the prior 
Grievance Officer or, if no response was received, within ten days of the deadline for receipt of a 
Grievance Decision. The Level Four grievance record shall consist of all previously submitted 
Grievance Forms and, if available, the Level One, Level Two, and Level Three Decisions. 
 
The Board shall then consider the grievance and may, at its discretion, require the appearance of the 
employee and administration. The Board may subsequently take action or no action. No action by the 
Board supports the Decision at the level below. If the Board takes action, it may make and communicate 
its decision orally or in writing at any time up to and including the next regularly scheduled Board 
meeting. 
 
Grievances involving the appointment, employment, evaluation, reassignment, duties, discipline, or 
dismissal of the employee bringing the grievance, may be heard by the Board in closed meeting. 
Grievances involving a complaint or charge against another ILTexas employee, director, or officer shall 
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be heard in closed meeting unless an open meeting is requested in writing by the employee, director, 
or officer against whom the complaint or charge is brought. 
 
The Board of Director’s decision, if any, is final and may not be appealed. 
 

Process for Employee Complaints and Grievances Regarding Harassment and 
Discrimination 
ILTexas takes allegations of harassment and discrimination very seriously and intends to investigate all 
official complaints. Employees shall not engage in prohibited harassment, including sexual harassment, of 
other employees, unpaid interns, student teachers or students. While acting in the course of their 
employment, employees shall not engage in prohibited harassment of other persons, including Board 
members, vendors, contractors, volunteers, or parents. A substantiated charge of harassment will result in 
disciplinary action. 
 
ILTexas will take appropriate actions for all substantiated allegations. Employees who believe they are 
being harassed or discriminated against are requested to take the following actions: 
 

• In the event you feel you are a victim of discrimination or harassment, you should contact your 
immediate supervisor and/or the designated Compliance Coordinator immediately. In the event 
your immediate supervisor is the alleged harasser, you should contact the next level of management 
immediately. Complaints against the designated Compliance Coordinator may be submitted to the 
Director of Human Resources. 

• Any employees who are uncomfortable with face-to-face interaction may write down their 
complaints in a memo and submit the memo to their immediate supervisor and/or the designated 
Compliance Coordinator. 

• Any ILTexas employee who receives a report of suspected harassment or discrimination is expected 
to immediately contact the designated Compliance Coordinator. 

• All complaints will be handled in a timely manner.  
• Due to the need to investigate, absolute confidentiality may not always be possible. However, the 

complaint will be handled in as confidential a manner as possible. Except as required by law, under 
no circumstances will information concerning any employee’s complaint be released by ILTexas 
to any third person or to anyone within ILTexas who is not involved in the investigation. The 
purpose of this provision is to maintain impartiality and confidentiality to the extent possible. Both 
the reporting individual, victim and the accused have equal privacy rights under the law, and 
ILTexas must respond accordingly. 

 
Retaliation against any person who in good faith reports or complains about harassment or discrimination 
is unlawful and will not be tolerated. Employees who take part in any retaliatory action will be subject to 
disciplinary action up to and including immediate termination from employment. Unlawful retaliation may 
include, but is not limited to, any of the following actions as a result of an employee’s complaint or 
involvement in an investigation of harassment or discrimination: 
 

• Demotion; 
• Poor performance appraisals; 
• Transfers; 
• Assignment of demeaning tasks; or 
• Taking any kind of adverse action against a person who complains or is involved in an investigation 

of sexual harassment or discrimination. 
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After receiving a complaint of prohibited discrimination or harassment, the Compliance Coordinator may, 
but need not, require the complaining employee to prepare a written report. Oral complaints will be reduced 
to written form. Upon receipt of a complaint, the Compliance Coordinator or designee shall promptly 
undertake an investigation. Following completion of the investigation, the Compliance Coordinator or 
designee shall prepare a written decision regarding the complaint. 
 
An employee who is dissatisfied with the outcome of the investigation may appeal through the “Process for 
General Employee Complaints and Grievances” process described in this Handbook. 
 
In addition to using ILTexas’ complaint process, an employee may file a formal complaint with the Equal 
Employment Opportunity Commission (“EEOC”) or Texas Workforce Commission (“TWC”). Additional 
information may be found by visiting http://www.eeoc.gov/employees/charge.cfm.  
 

PART 4: COMPENSATION AND PAY SCHEDULE 
 
Payroll 
Employees are paid in accordance with administrative guidelines and an established pay structure. ILTexas’ 
pay plans are reviewed by the administration each year and adjusted as needed. All positions are classified 
as exempt salaried, non-exempt salaried, or non-exempt hourly according to federal law. Professional 
employees and academic administrators are generally classified as exempt and are not entitled to overtime 
compensation. 
 
Exempt employees are paid by the 28th of each month. ILTexas shall pay all salaried employees over 12 
months, regardless of the number of months employed during the school year. 
 
Non-exempt employees are paid semi-monthly, on the 15th and 28th, in accordance with the Texas Payday 
law, and receive overtime pay for each hour worked over 40 in a workweek. Employees should contact the 
Payroll Department for more information about ILTexas’ pay schedules or their own pay. 
 
An employee’s payroll statement contains detailed information including deductions, withholding 
information, and the amount of leave accumulated. 
 
Pay dates are posted on the main website in Employee Access (Skyward). 
 
The method of pay may be changed at any time, with or without advance notice. 
 
 
Payroll Deductions 
Automatic payroll deductions for the Texas Teacher Retirement System (TRS) and federal income tax are 
required for all full-time employees. Medicare tax deductions are also required for all employees hired after 
March 31, 1986. Temporary and part-time employees who are not eligible for TRS membership must have 
Medicare and federal income tax deducted. ILTexas employees who are TRS eligible are not eligible for 
Social Security deductions. 
 
Other payroll deductions employees may elect include, deductions for the employee’s share of premiums 
for health, dental, life, vision insurance, or annuities. All optional deductions from an employee’s paycheck 
must be authorized by the employee in writing. Salary deductions are automatically made for unauthorized 
or unpaid leave and for any necessary catch up of insurance premiums, to the extent allowed by law. 
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Deductions Required by Law 
The following deductions are required by law and are withheld from every paycheck; no written 
authorization is required: 
 

• Medicare: The amounts withheld are based upon a tax rate set by law and are applied up to a certain 
specified amount of annual earnings. ILTexas is liable for an amount equal to the amount of tax 
paid by the employee at the time the wages are paid. 

• Federal Withholding Income Tax: Federal income tax will be withheld from each employee’s 
paycheck. The amount is shown on the paycheck stub under the heading “Federal Withholding.” 
The Internal Revenue Service (“IRS”) requires that deductions be made based on an employee’s 
gross earnings in accordance with established withholding tax tables in effect at the time of 
withholding. The classification used to determine the amount of tax withheld is taken from the 
Employee’s Withholding Allowance Certificate (Form W-4). The withheld tax is forwarded to the 
IRS, and the employee is given credit toward payment of their individual income tax. If the payroll 
department does not receive a completed W-4, ILTexas will withhold tax at the highest rate of 
single plus 0. 

• Involuntary Assignment of Wages: An involuntary assignment of wages – also called a garnishment 
– requires that ILTexas deduct certain amounts from an employee’s wages in order to repay the 
employee’s debts, such as child support and court ordered wage garnishments. ILTexas will make 
such deduction from an employee’s paycheck only upon receipt of official notice and/or paperwork 
from a court or governing body. 

 
If you have questions why deductions were made from your paycheck or how they were calculated, please 
notify the Payroll Office. 
 
Administrative Pay Corrections 
In the event of an error in payment, the employee should notify the Payroll Department and send the 
necessary paperwork to correct the matter. Any questions concerning how or when corrections will be made 
should be directed to the Payroll Office. 
 
Overpayments 
Employees must inform the Payroll Office of known overpayments on any paychecks received. ILTexas 
will pursue all legal means necessary to recover overpayments. 
 
Direct Deposit 
All faculty and staff are strongly encouraged to take advantage of direct deposit because of the many 
advantages it offers. In addition to being efficient and convenient, direct deposit is the most reliable method 
of receiving pay. Every employee participating in the program must sign a Direct Deposit Authorization 
Agreement form. A notification period of two weeks may be necessary to activate this service, depending 
on the employee’s designated depository bank. Terminated employees with Direct Deposit will receive a 
paper check for their final paycheck within six calendar days of termination in accordance with the Texas 
Payday Act. ALL FINAL CHECKS WILL BE PAPER CHECKS. 
 
Lost/Stolen Paychecks 
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Lost or stolen paychecks should be reported to the Payroll Office immediately. ILTexas will issue a stop 
payment on the lost or stolen check. Only after the financial institution has notified ILTexas that payment 
of the check has been stopped can a new check be issued. 
 
Unclaimed Payroll Checks 
In the event an employee does not collect their pay within 90 days, ILTexas will secure such pay and the 
wages will still be recorded. The employee will be required to present proper identification to ILTexas 
before pay will be reissued. If unclaimed pay is not claimed for a period of one year from its date of issuance, 
the pay amount “escheats” to the State of Texas pursuant to the Texas Property Code. After such time, the 
employee will need to contact the Unclaimed Property Division of the Texas State Comptroller’s Office for 
instructions on retrieving deposited wages. 
 
Authorized Check Pick Up 
ILTexas will release a paycheck to a third party, including a spouse, who is authorized in writing by the 
employee to receive the paycheck. Written authorization must be provided to the Payroll Manager prior to 
any paycheck being released. 
 
Expense and Travel Expense Reimbursement 
Before any travel expenses are incurred by an employee, the employee must submit a requisition/purchase 
order. The supervisor must approve the requisition/PO prior to the date of travel. For approved travel, 
employees will be reimbursed for mileage and other travel expenditures according to the current rate 
schedule established by ILTexas. Employees must submit itemized receipts, to the extent possible, to be 
reimbursed for expenses other than mileage. 
 
Use of Employee Vehicles for School Business. Employees may from time to time use their own vehicles 
for school business, such as attending conferences. The employee must submit a requisition/purchase order 
to their supervisor for approval. Once the approved travel request is submitted, the employee is eligible for 
reimbursement. Employees are required to carry personal auto liability insurance at all times. No ILTexas 
insurance coverage is provided for vehicle repairs to an employee’s vehicle in the event of an accident. The 
owner is responsible for all repairs. Employees should immediately report all accidents to their insurance 
company. 
 
Wage and Tax Statements 
All employees will receive a Wage and Tax Statement (Form W-2) showing their annual earnings and the 
amounts deducted for Social Security, Medicare, and federal income taxes. Additional earnings and 
deductions that may be included, if applicable, are social security tips, allocated tips, advance earned 
income credit, and dependent care benefits. W-2 forms will be prepared by ILTexas and distributed on or 
before January 31st of each year. 
 
Fair Labor Standards Act (FLSA) 
Employment Categories 
It is the intent of ILTexas to clarify the definitions of employment classifications so that employees 
understand their employment status and benefit eligibility. 
 
These classifications do not guarantee employment for any specified period of time. Accordingly, the right 
to terminate the employment relationship at-will at any time is retained by both the employee and ILTexas. 
 
Each employee is designated as either EXEMPT or NON-EXEMPT under federal and state wage and hour 
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laws in accordance with applicable federal law. NON-EXEMPT employees are entitled to overtime pay 
under the specific provisions of federal law. EXEMPT employees are excluded from specific provisions of 
federal and state wage and hour laws. An employee’s EXEMPT or NON-EXEMPT classification may be 
changed only upon written notification by ILTexas, and in accordance with applicable federal law. 
 
Exempt status applies to the position and not the employee. Exempt simply means the position the employee 
fills is exempt from the Fair Labor Standards Act (“FLSA”), and is not entitled to overtime compensation. 
All Professional employees are considered Exempt. Exempt employees are paid on a salaried basis, and 
their salary is not reduced for absences of less than one full day. However, any full days of absence taken 
in excess of the employee’s allotment/service record accumulation of sick or personal leave will result in 
an employee payroll deduction calculated on a pro-rated daily rate. 
 
Non-exempt positions are those positions that are not exempt from the FLSA. Non-exempt positions require 
the school to pay the employee overtime rates (time and a half) for all hours worked in excess of 40 during 
a workweek. The key phrase here is “hours worked.” An employee may work 32 hours in a week and have 
16 hours of vacation time. This would reflect as 48 hours on a paycheck, but for overtime calculation, the 
employee actually worked 32 hours – so overtime would not be paid. All employees in positions that are 
classified as non-exempt will be required to maintain a time card or record and will be eligible for overtime 
pay in accordance with the appropriate Wage and Hour laws. 
 
ILTexas’ positions are reviewed and assigned an FLSA (exempt or non-exempt) status that is maintained 
on a master record by ILTexas Employees may obtain this information from the Human Resources 
Department upon request. 
 
Timekeeping 
Federal and state laws require ILTexas to keep an accurate record of time worked in order to calculate 
employee pay and benefits. Time worked is all the time actually spent on the job performing assigned 
duties. Employees are not to estimate future hours and include them on their time card. 
 
Non-exempt employees should accurately record the time they begin and end their work, as well as the 
beginning and ending time of each meal period. They should also record the beginning and ending time of 
any split shift or departure from work for personal reasons. This work log should be recorded as it takes 
place – not several hours or days later. Overtime work must always be approved before it is performed. 
 
Time Clock Guidelines for Non-Exempt Employees 
ILTexas utilizes an electronic time keeping system called “True Time,” which enables employees to more 
accurately keep track of time worked. It will also allow ILTexas to more efficiently process time worked 
for payroll purposes. In order for this system to work to its fullest potential, ILTexas asks all non-exempt 
employees to follow the guidelines outlined below. 
 
Official Time of Records 
The True Time electronic time keeping system and associated work records will become the official basis 
for recording hours worked for non-exempt employees. Any disputes over actual hours worked or 
attendance will be resolved by referring to the True Time records. Employees will be required to submit 
their time sheets electronically to their supervisor. 
 
Daily Clock In/Out Requirements 
All non-exempt employees will be required to “clock-in” in the morning and “clock-out” at the end of the 
workday at their respective locations. Lunch breaks will also require clocking in/out. Missing a clock in/out 
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requires a note be added as to the reason for the missed clock in/out (this will apply to paraprofessional 
support staff only). All other non-exempt employees will need to complete a missed clock in/out form and 
turn into their supervisor to enter into the True Time System (Employee Access - Web Post Document 
Center). 
 
Other requirements and guidelines include: 
 

• Employees are expected to clock in by their scheduled start time. 
• Employees shall not clock out before their scheduled ending time, unless authorized to do so by 

their supervisor. If a non-exempt employee that is paid on an annualized basis clocks out early, 
they shall use leave or time not worked will be deducted from their pay. 

 
Falsification, Tampering, and Unauthorized Viewing 
The following actions are considered a violation and could result in immediate disciplinary action including 
termination. 
 

• Any attempt to tamper with timekeeping hardware or software. 
• Clocking in/out for an absent or late employee (a.k.a. “buddy punching”). 
• Interfering with other employee’s use of the True Time System. 
• Unauthorized viewing of another employee’s time in the True Time System. 

 
The supervisor will review the specific details of any and all infractions and develop an appropriate 
response. 
 
Clock Problems 
Employees are responsible for correcting time sheets if they are unable to clock in/out because of a time 
clock malfunction or accidental oversight. Paraprofessional support staff can make these corrections with 
notations; all other non-exempt employees need to report immediately to their supervisor for correction. 
Excessive “edits” to time sheet may result in revoking of edit privileges and possible disciplinary action. 
 
Unreported Hours 
Intentional or careless working off the clock is prohibited. Employees are required to clock in before 
performing any work. Employees are not permitted to clock out and continue to work. Forgetting to clock 
in/out is not a legitimate reason for working off the clock. Non-exempt employees are not allowed to work 
from home. 
 
Processing of Electronic Time Reports 
The payroll office will import time sheets on a weekly basis. Employees must submit their time sheets to 
their supervisor no later than Monday for the previous weeks’ time worked. Each supervisor or designee 
will review/ sign and submit to payroll for processing. 
 
Minimum Wage and Overtime 
ILTexas compensates overtime for non-exempt employees in accordance with federal wage and hour laws. 
Only non-exempt employees (hourly employees and paraprofessional employees) are entitled to overtime 
compensation. Overtime should always be authorized in advance by a supervisor. Overtime will be 
calculated based on the actual hours recorded and credited to the employee, as measured by the True Time 
System. 
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Non-exempt employees are not authorized to work beyond their normal work schedule without ADVANCE 
approval in writing from their supervisor. Employees that work unauthorized overtime could be subject to 
disciplinary action, up to and including termination. 
 

 
PART 5: EMPLOYEE BENEFITS 

 
The benefits information in this handbook is only a summary of benefit plans offered by ILTexas. This 
general explanation is not intended to and does not provide employees with all the details of these benefits. 
This Handbook does not change or otherwise interpret the terms of the official plan documents. If there is 
any conflict or difference between the information in this Handbook and the plan documents, the plan 
documents will govern. ILTexas reserves the right to change or end these benefits at any time and for any 
reason, consistent with all laws. Additionally, benefit eligibility is dependent upon a variety of factors, 
including employee classification. If employees would like additional information related to any benefits 
offered by ILTexas, please contact the Employee Benefits Department. 
 
Substitute teachers and temporary employees may be eligible for the benefits described in this section in 
accordance with the Patient Protection and Affordable Care Act and other applicable rules and regulations 
governing ILTexas’ benefit plans. 
 
Health and Life Insurance 
The insurance plan year is from September 1 through August 31. Current employees can make changes in 
their insurance coverage during open enrollment each year. Detailed descriptions of insurance coverage, 
employee cost, and eligibility requirements are provided to all employees at the following website: 
http://www.mybenefitshub.com/iltexas. Employees should contact the Benefits Office for additional 
information. 
 
All new employees must complete the enrollment process within the first 30 days of employment, even if 
waiving coverage. Except for qualifying events such as marriage, births, or job changes, new employees 
will only be able to add, change or drop selected benefits once every twelve months during ILTexas’ open 
enrollment period communicated by the Benefits Department.  
 
Qualifying event changes must be made within 30 days of the qualifying event date. This applies to all 
employees regardless of whether or not they participate under the Section 125 cafeteria plan. 
 
All employees and their eligible dependents should be aware that HIPAA privacy laws may prevent 
Benefits Department staff members from discussing personal health information concerning another 
member of your family. 
 
Benefit Offerings 
ILTexas currently offers the following benefit programs to eligible employees in the manner prescribed by 
law: 
 

• Teacher retirement. 
• Health coverage benefit. 
• COBRA. 
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Benefits eligibility is dependent upon a variety of factors, including employee classification. The employee 
classification can identify the programs for which you are eligible. Some benefit programs require 
contributions from the employee; some are fully paid by ILTexas. 
 
 
 
Health Coverage Benefits 
Group health insurance coverage is available through TRS Active Care to eligible employees in accordance 
with TRS Active Care provisions. Employees may access the TRS website at: 
https://www.trs.texas.gov/Pages/Homepage.aspx.  
 
Eligibility 
 

1. Employees who are active, contributing TRS members. 
2. Employees who are not contributing TRS members and who are employed for ten (10) or more 

regularly scheduled hours per week. 
3. TRS Retirees who are enrolled in TRS-Care (Retiree Health Insurance Program) are not eligible to 

participate in TRS Active Care. 
 
ILTexas’ medical coverage plan(s) is/are reviewed annually and approved as needed by the Board of 
Directors. ILTexas’ annual contribution to the plan(s) is/are also reviewed on an annual basis by the Board 
of Directors. Detailed information and descriptions of coverage, premiums, and eligibility are available 
through ILTexas. 
 
TRS Retirement 
Employment that makes one eligible for membership in TRS is: 
 

• Regular employment in a public, state-supported educational institution in Texas that is expected 
to last for a period of four and one-half months or more; 

• For one-half or more of the standard full-time workload; and 
• With compensation paid at a rate comparable to the rate of compensation for other persons 

employed in similar positions. 
 
An employee of a public, state-supported educational institution in Texas meets these requirements if the 
member’s customary employment is for 20 hours or more each week and for four and one-half months or 
more in one school year. 
 
Full-time service is employment that is usually 40 clock hours per week. 
 
If the TRS-covered employer has established a lesser requirement for full-time employment for certain 
positions, full-time service includes employment in those positions. In no event may full-time employment 
require less than 30 hours per week. 
 
All new TRS Eligible employees may start their medical coverage on the 1st of the month following their 
hire date. At no time will employees be eligible for coverage before the first day worked by the employee. 
If an employee does not enroll within 31 days of eligibility, that employee will be eligible to enroll during 
the next open enrollment opportunity. 
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All regular employees of the public education system in Texas (employed for four and one-half months or 
more, for one-half time or more of the standard full-time workload and paid at a rate comparable to other 
persons employed by that employer in similar positions) must participate in TRS, unless an exception to 
TRS membership applies. 
 
The exceptions to TRS membership include but are not limited to: 
 

• A substitute, as defined by TRS Rules (To be considered a substitute, the individual must be serving 
in a position currently held by another employee and paid at a rate of pay that does not exceed the 
rate for substitute work established by the employer.); 

• A person employed on a temporary (less than four and one-half months), part-time (less than one-
half time), seasonal, or on an irregular basis. 

 
Substitutes not receiving TRS service retirement benefits that work at least 90 days a year may also be 
eligible for TRS membership and to purchase one year of creditable service. TRS provides members with 
an annual statement of their accounts showing all deposits and the total account balance for the year ending 
August 31, as well as an estimate of their retirement benefits. 
 
ILTexas will make all required contributions for employees eligible for TRS benefits on a timely basis. 
Individuals who are planning retirement and retirees who are considering employment after retirement 
should contact the Human Resources for the current administrative procedures regarding ILTexas 
Retire/Rehire Policy. 
 
Employees can contact TRS by calling 800-223-8778 or 512-542-6400. TRS information is also available 
on the web at www.trs.state.tx.us.  
 
Benefits Continuation – COBRA 
ILTexas will notify employees of their potential rights under COBRA upon separation from employment 
with the school. 
 
Other Benefits 
From time to time, ILTexas may offer its employees the option to additionally purchase and/or participate 
in various other benefits and insurance programs, subject to the terms and conditions of the various 
programs. 
 
Cafeteria Plan 
Financial Benefit Services is the Third-Party Administrator that provides online benefit enrollment. 
National Benefit Services is our Section 125 provider. 
 
Unemployment Compensation Insurance 
Employees who have been laid off or terminated through no fault of their own may be eligible for 
unemployment compensation benefits. Employees are not eligible to collect unemployment benefits during 
regularly scheduled breaks in the school year or the summer months if they have employment contracts or 
reasonable assurance of returning to service. Employees with questions about unemployment benefits 
should contact the Human Resources department. 
 
Workers’ Compensation 
ILTexas provides workers’ compensation benefits to employees who suffer a work-related illness or are 
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injured on the job. It becomes effective on the employees’ first day of employment. Benefits help pay for 
medical treatment and make up for part of the income lost while recovering. Specific benefits are prescribed 
by law depending on the circumstances of each case. 
 
An employee receiving workers’ compensation wage benefits may elect to receive accrued paid leave 
benefits, whether or not such employee is on family and medical leave. If the employee makes such an 
election, ILTexas shall pay the difference between the weekly income benefit received under workers’ 
compensation, and the employee’s regular weekly compensation, and shall charge leave proportionately. 
 
An employee whose accumulated leave is exhausted prior to or during an absence for a work-related injury 
or illness shall be placed on an unpaid leave of absence. Except while on family and medical leave, the 
employee shall be responsible for full payment, in advance, of all premiums for insurance benefits during 
such leave of absence. 
 
Upon release from workers’ compensation for regular or accommodated duty, the employee must submit a 
written request for reinstatement of employment. The request must be accompanied by a physician’s 
statement certifying the employee’s fitness to return to work. If the release is for an accommodated-duty 
position, the return to work shall be coordinated by HR and the Benefits Coordinator. 
 
Except as required under the temporary disability law, an employee released from workers’ compensation 
shall be considered for a position for which the employee is qualified, provided such a position is available. 
If no position for which the employee is qualified is available at the time the employee requests 
reinstatement, the employee shall be considered for a subsequent vacancy. Failure of an employee to report 
to ILTexas upon release from workers’ compensation leave within three days, or refusal to accept an offered 
position, shall constitute a resignation. 
 
Mandatory Requirements 
Workers’ Compensation Insurance covers all employees during the time they are on the job. 
 

• Covered injuries and illnesses may be physical or mental and specific or cumulative. 
• An injury is considered job-related when it arises out of and in the course and scope of employment. 
• The activity that caused the injury must also be an activity that is in the course and scope of 

employment. 
 
Denial of Workers’ Compensation Insurance Benefits 
Except as otherwise required by state law, injuries not covered by Workers’ Compensation Insurance 
include those where the employee: 
 

• Was intoxicated on alcohol or drugs. 
• Was in the process of committing a felony (and has been convicted). 
• Was participating in a social or recreational activity off-duty that was not directly related to his or 

her work. 
• Was commuting to or from work unless doing so under the direct control or orders of ILTexas on 

school-related business. 
• Caused the injury intentionally or committed suicide. 
• Was “horsing around” or fighting on the job. 
• Violated a school safety policy or procedure. 
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If ILTexas denies a Workers’ Compensation Insurance claim: 
• The employee may contest the decision in accordance with the provisions of the Workers’ 

Compensation laws of the State of Texas. 
• All costs incurred by the employee in contesting a denial of the claim shall be the sole responsibility 

of the employee. 
• ILTexas is not obligated to make any commitments or statements pertaining to its liability 

concerning an employee’s injury or illness. 
 
Reporting Requirements 
Any employee suffering an injury or illness that is work related is responsible for immediately reporting 
that illness or injury – no matter how minor – to his or her supervisor. The employee should not attempt to 
make any medical decisions on his or her own. The supervisor will assist the individual immediately to 
obtain all the details of the incident and the identities and contact information of any witnesses, if necessary. 
 
All appropriate incident forms must be completed and submitted to ILTexas’ insurance carrier within 
24 hours of the incident. Additionally, the employee may be required to participate in a post-accident drug 
and alcohol test within 24 hours of the accident. 
 
Employees desiring information about ILTexas’ position on the Workers’ Compensation Insurance claim 
will be informed only that ILTexas and/or its insurance carrier is conducting an investigation. All questions 
and claims regarding workers’ compensation should be referred to ILTexas. An employee receiving 
workers’ compensation wage benefits shall be assigned to FMLA leave, if applicable. 
 
Request for Leave 
Any employee whose job-related injury or illness will prevent him or her from reporting to work within 
one week following the initial incident should contact Human Resources during the first week of the 
absence. Workers’ Compensation Insurance leave may be granted for situations in which there is a 
physician’s written statement indicating that a leave of absence is required. 
 
The physician’s statement must provide adequate details, acceptable to ILTexas, regarding the nature of the 
disability and the anticipated length of absence from work. ILTexas may, at its discretion and expense, 
require another medical opinion by a physician. ILTexas reserves the right to select the physician to 
examine and treat the injury or illness, to seek additional medical opinions, and to deny benefits where there 
is insufficient evidence that the illness or injury arose out of or occurred in the course of employment. 
 
If a leave of absence is needed in the case of a legitimate Workers’ Compensation Insurance injury or 
illness, the employee shall be paid according to the state schedule and shall remain on leave until he or she 
is released by a physician’s statement. 
 
Fraudulent Claims for Workers’ Compensation 
Filing a false or fraudulent claim is a violation of law and ILTexas policy, and may result in disciplinary 
employment actions, including termination of employment. 
 
Return to Work Policy 
Upon expiration of a Workers’ Compensation absence, and prior to returning to work, the employee must 
obtain and submit a physician’s release to Human Resources. 
 
Potential employment following such Workers’ Compensation absence shall be determined based on the 
type of leave for which the employee qualifies. All employees qualifying for leave under the Family 
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Medical Leave Act (“FMLA”) or Uniformed Services Employment and Reemployment Rights Act 
(“USERRA”) shall be placed in a like or comparable position upon their release to return to work or as 
otherwise required by law. Employees returning within the Extended Leave period, defined later in this 
Handbook, may return to a previously-vacated position, at ILTexas’ discretion subject to availability, upon 
release to return to work. If the position is unavailable, the employee may be assigned to a substantially 
similar position or another suitable position for which the employee is qualified, subject to availability. If 
no position is available, the employee’s name may be placed on the substitute roster, if any, and the 
employee may be considered for a subsequent vacancy along with other applicants. Employees exceeding 
the 30-day Extended Leave period will have been considered to have resigned and/or separated from 
employment due to unavailability to work, but will be able to reapply for any vacancies, subject to 
qualifications and availability of job openings. 
 
Early Return to Work Qualifying Terms and Definitions 
 

• The employee must have a temporary disability due to an “Employment Related Injury,” which is 
defined as an injury or occupational disease that arises out of the course and scope of employment 
and is a compensable injury or illness, as defined under the Texas Workers’ Compensation Act (the 
“TWCA”). 

• “Physician” means a Doctor of Medicine, osteopathic medicine, optometry, dentistry, podiatry, or 
chiropractic who is licensed and authorized to practice as defined in the Texas Workers’ 
Compensation Rules (Texas Labor Code, Title 5, Subtitle A). 

• Return to Work (RTW) is a temporary Modified Duty position to which an employee is assigned 
when he or she is unable to return to his or her regular position following an Employment Related 
Injury. The RTW position temporarily addresses the restrictions placed on an individual by the 
employee’s treating Physician. The employee will receive their regular pay during the Early Return 
to Work period. 

• RTW Eligibility: To be eligible for participation in the RTW Program, an employee must provide 
a written statement (Form TWCC-73) from his or her treating physician that the employee is: 
(1) temporarily unable to perform his or her essential duties, following an employment related 
injury or illness; and (2) capable of carrying out work of a lighter or modified nature from his or 
her regular duties and is expected to return to his or her regular duties within 90 calendar days. 

 
Early Return to Work Procedure 
 

• Once notified of an on-the-job injury or illness, an immediate supervisor must complete a First 
Report of Injury (TWCC-1) for Workers’ Compensation, and HR will inform the employee in 
writing of the Return to Work Program. 

• The employee must be seen and evaluated by his or her physician to determine if the employee is 
able to return to work and if so, with or without restrictions. At the time of the evaluation, the 
employee must inform the physician of the Return to Work Program and provide a copy of the 
employee’s regular job description that identifies the essential functions of the job and its 
requirements. 

• When the employee is able to return to work with restrictions, the employee’s physician must 
complete the TWCC 73 Work Status Report, indicating the specific restrictions, and the duration 
of those restrictions. Clarification regarding temporary restrictions may be requested of the treating 
physician. 

• Taking into consideration the information provided by the physician, Human Resources will 
determine if a temporary RTW assignment may be offered. ILTexas may not be able to offer an 
RTW assignment in all circumstances. 
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• A decision on RTW placement will be based on the following criteria: 
o Employees with no restrictions and a valid medical release/TWCC-73 will be returned to 

regular duty status. 
o Employees with a valid medical release/TWCC-73, which indicates physical limitations, may 

be placed on regular duty status if those limitations do not impede the employee’s ability to 
perform their regular work. 

o Employees with a valid medical release/TWCC-73, which indicates physical limitations that 
would prevent the employee from performing their regular duties, may be placed in other work 
assignments, if accommodations can be made. 

• Once Human Resources has approved participation in the RTW Program, the Director of Human 
Resources will present the employee with a RTW (Modified Duty) job offer letter. This letter shall 
include: 
o The position offered. 
o The location and duties of the position offered. 
o The schedule of the position offered. 
o The duration of the temporary work assignment. 
o A statement that ILTexas will only assign a position or duties consistent with the employee’s 

knowledge and skills and will provide training if necessary. 
o A statement acknowledging that the employer is knowledgeable about and will abide by the 

limitations under which the treating physician has authorized the return to work. 
 
Refusal of Return to Work Offer 
An employee may choose to accept or refuse the RTW (Modified Duty) job offer. However, an employee 
who refuses a Modified Duty job offer or bona fide offer of employment is subject to termination. Rejection 
of such a job offer might also result in cancellation of income benefits under Workers’ Compensation 
Insurance. 
 
Duration of Early Return to Work Assignment 
RTW assignments are temporary in nature. All job accommodations will cease when an employee receives 
a valid release for regular duties from his or her physician. A RTW with Modified Duty offer will be 
extended for an initial period not to exceed 90 calendar days. The duration of approved time will be based 
upon the information provided by the employee’s physician. If the employee is unable to return to work at 
full duty after the initial approved time, he or she may request a continuation of RTW Modified Duty not 
to exceed a total of 90 calendar days in a Modified Duty capacity. 
 
An employee requesting an extension of Modified Duty, beyond the originally approved amount of time in 
the RTW with Modified Duty offer letter, must submit documentation to the department of Human 
Resources from his or her Physician. This document should include what limitations continue to exist, and 
the probable duration of those limitations. 
 
If an employee is unable to return to work at full duty after 90 calendar days, he or she may request a 
continuation of Modified Duty not to exceed a total of 180 calendar days in a Modified Duty capacity. 
Approval beyond 90 calendar days will be based upon the assessment of the employee’s ability to return to 
full duty within the immediate future. An employee requesting an extension beyond 90 calendar days must 
submit updated information from his or her physician. 
 
An employee who is unable to return to his or her regularly assigned duties at the end of the RTW Modified 
Duty agreement may elect to terminate his or her employment with ILTexas Provided that employee has 
exhausted any entitlements under the FMLA, an employee who is unable to return to work at the end of the 
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RTW Modified Duty agreement may be terminated in accordance with the Extended Leave and Absence 
Control section of this Handbook. 
 
An employee who believes that his or her condition is a qualifying disability and that he or she is a qualified 
individual with a disability under the ADA may request and pursue accommodations under the ADA. 
 

PART 6: EMPLOYEE ATTENDANCE AND LEAVE 
 
ILTexas offers employees paid and unpaid leaves of absence in times of personal need. This handbook 
describes the basic types of leave available and restrictions on leaves of absence. Employees who expect to 
be absent for an extended period of more than five days should call the Human Resources Department for 
information about applicable leave benefits, payment of insurance premiums, and requirements for 
communicating with ILTexas. 
 
Attendance 
Employees shall be available full-time during their regular work hours, as defined by their letter of 
agreement. Any scheduling changes must be discussed with and approved by the employee’s immediate 
supervisor and/or the Principal. 
 
Absence 
Employees are responsible for notifying their immediate supervisor and/or the Principal of late arrivals, 
early departures, and absences. When the need for being absent from or late to work is known in advance, 
the employee must give notice as far in advance as possible. All employees are required to submit leave 
requests through Skyward Employee Access or Aesop for all days missed. The True Time System is an 
electronic timekeeping system only. 
 
Excessive Absenteeism or Tardiness 
Excessive absenteeism, tardiness, and leaving work prior to the designated time constitute grounds for any 
of the following disciplinary action: 
 

• Disciplinary probation. 
• Denial of pending or future promotion. 
• Production of medical certification of reason or reasons for absences and/or tardies. 
• Any other appropriate disciplinary measure, including suspension or termination of employment. 

 
Notice of Unexpected Absence 
When employees who have not given advance notice find that they cannot report for work, they are required 
to notify their supervisor and/or the Principal within the first working hour each day of the absence. 
Notification to an employee other than the appropriate supervisor and/or Principal is insufficient. 
 
Failure to Give Notice – Job Abandonment and Voluntary Resignation 
Failure to report to work without supervisor approval and/or to provide notification of an absence to a 
supervisor for two consecutive workdays (unless prevented by circumstances beyond the employee’s 
control) may be considered to be job abandonment and/or voluntary resignation on the last day worked, in 
accordance with applicable federal and state law. 
 
In the event of job abandonment or voluntary resignation, all school-owned property (e.g., keys, uniforms, 
etc.) must be returned immediately upon termination of employment. 
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No payment shall be made for sick leave or any other type of leave upon voluntary resignation or job 
abandonment, regardless of whether or not the employee provided advance notice of resignation. 
 
Non-Duty Leave 
Each year, the Board of Directors will establish a school calendar indicating school holidays and closures. 
This calendar is distributed to each ILTexas employee. 
 
Local Leave Overview 
ILTexas allocates leave days to all full-time employees to allow them the flexibility to attend to their 
personal and medical time-off needs. The allocation is available at the beginning of the year; however, an 
employee must complete the full year to earn the maximum allocation.  
 
All employees will earn a total of eight leave days per completion of a full year agreement. ILTexas may 
designate up to five days per year as “state leave days” on an employee’s official service record. However, 
ILTexas cannot guarantee that the five days of annual local leave designated as “state leave days” 
will transfer to another Texas public school. This is because, as an open-enrollment charter school, 
ILTexas does not participate in the “state leave” program described in Chapter 22 of the Texas Education 
Code. Thus, the five days of annual local leave designated as “state leave” may not transfer to another 
charter school or school district if an employee leaves service with ILTexas. 
 
Local Leave is to be used for the following reasons: 
 

• Employee illness. 
• Illness in the employee’s immediate family. 
• Family emergency (i.e., natural disasters or life-threatening situations). 
• Death in the immediate family, defined as an employee’s parent, stepparent, child, stepchild, 

sibling, grandparent, aunt, uncle, or cousin. 
• Active military service, in conjunction with any applicable military leave of absence. 
• Absence for other personal reasons. 

 
Exempt (salaried) employees must take local leave in full or half day increments. Non-exempt (hourly) 
employees must take local leave in hourly increments in agreement with the number of hours of the absence. 
 
Approvals for Local Leave Days 
Requests for leave shall be considered on a first come, first serve basis. The employee shall submit a written 
request for discretionary use of leave to the immediate supervisor or designee five days in advance of the 
requested leave date. In deciding whether to approve or deny leave, the supervisor or designee shall not 
seek or consider the reasons for which an employee requests to use leave. The supervisor or designee shall, 
however, consider the effect of the employee’s absence on the educational program or school operations, 
as well as the availability of substitutes. 
 
Duration of Leave/Schedule Limitations 
Local leave may not be taken for more than three consecutive days, except in extenuating circumstances as 
determined by the Principal or Supervisor. Local leave shall not be allowed in the following circumstances: 
 

• The first week of school; 
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• Days scheduled for end-of-semester or end-of-year exams, days scheduled for state-mandated 
assessments or for school achievement tests; 

• Days scheduled for professional or staff development and/or in-service training; 
• Within three days of a scheduled holiday (before or after) unless a request is submitted at least 30 

days in advance of the requested time off and such request is approved; and 
• Local leave requested to be taken within 30 days of the last day of school must be requested 30 

days in advance of the requested time off. 
 
Any leave taken for which leave balances are insufficient shall result in a deduction from the 
employee’s paycheck commensurate with the amount of leave taken, to the extent allowed by law. 
 
Personal leave by reason of illness, two or more days in duration, may require a doctor’s note upon return 
to work. 
 
Forfeiture of Accrued Leave 
Any unused paid accrued leave, regardless of what the leave is called (e.g., sick leave, local leave, vacation, 
discretionary leave, etc.), is forfeited upon separation from employment, whether voluntary or involuntary. 
 
If an employee leaves ILTexas before the end of the work year, the amount of wages, based on the 
employee’s daily rate, for any unearned leave days taken by the employee shall be deducted from the 
employee’s final paycheck in accordance with applicable law. 
 
Limitations on Leaves of Absence 
With the exception of leaves of absence for military duty or approved leave under the Family and Medical 
Leave Act, if an employee accumulates more than ten days of absence after exhausting all available paid 
and unpaid leave, the employee will be separated due to unavailability for work, subject to any reasonable 
accommodation duties ILTexas may have under the Americans with Disabilities Act (ADA). Any employee 
separated for unavailability for work following exhaustion of all available leave may be eligible for rehire 
and will be able to apply for any vacancies that may exist at any given time, depending upon qualifications 
and availability of job openings.  
 
Emergency Leave Pool – Donated Local Leave Days 
Purpose 
ILTexas is pleased to make available to eligible employees the option of donating unused leave as 
emergency leave (the “Emergency Leave Pool”). The purpose of the Emergency Leave Pool is to provide 
additional leave days to employees who have exhausted all available leave due to an extended serious, 
catastrophic, or unforeseen illness, injury, or impairment or death of a relative. 
 
Scope 
All benefit eligible employees who accrue and use sick leave are eligible to become a member and donate 
to and withdraw from the Emergency Leave Pool. This program is not available to temporary employees 
who do not earn leave. 
 
Emergency Leave Pool Guidelines 
 

1. To become a member, benefit eligible employees are required to contribute at least one sick day to 
the emergency leave pool. The contribution of at least one leave day by September 1st of each year 
will establish membership in the pool for the then-current school year.  
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2. Employees with less than one year of service to ILTexas will have their requests reviewed by a 

designated leave pool committee to determine if there any pre-existing conditions that might 
disqualify from receiving benefits from the emergency leave pool. 
 

3. Membership and contributions to the emergency leave pool are voluntary. 
 

4. Contributions to the emergency leave pool will be accepted by September 1st of each year. If the 
balance of the available emergency leave pool days falls below an amount that the Executive 
Director of Human Resources deems prudent, the Executive Director may authorize a special 
contribution period. Human Resources will announce the exact dates each year for contribution(s). 
 

5. The Office of Human Resources will be responsible for guarding the privacy of emergency leave 
pool recipients and donors. Communications will be kept confidential between all parties. 
 

6. Contributions will be accepted by completing an Emergency Leave Pool Donation Form available 
on the Human Resources webpage. A benefit eligible employee may contribute a minimum of one 
day up to a maximum of five sick days per school year. Emergency leave contributions will be 
deducted from the contributing employee’s accumulated sick leave balance after the open 
contribution period closes. 
 

7. Any participating employee may request to use leave days donated by other employees. Requests 
should be submitted to the Office of Human Resources for approval. All requests to use donated 
leave days from the Emergency Leave Pool must be made in advance of anticipated use. 
Additionally, the Emergency Leave Pool Request form must be accompanied by an FMLA 
Certification of a Health Care Provider verifying the nature and expected duration of the illness or 
injury. If the employee is not eligible for FMLA due to not being employed for one year, this may 
be waived at the discretion of the committee. If an employee is incapacitated, a family member or 
designee may request leave from the Emergency Leave Pool on the employee’s behalf with medical 
documentation.  
 

8. Use of days donated through the Emergency Leave Pool is permitted only for serious, catastrophic, 
or unforeseen illness, injury or impairment of the employee or relative, including death of a relative, 
that meets the following criteria. The employee: 

 
a. Must have exhausted all sick, local and state leave;  
b. Must otherwise take leave without pay;  
c. Must require continuing treatment or supervision by a licensed health care provider; and  
d. Must require absence from work of at least five days per illness or episode. 
 

9. The emergency leave pool committee will review the nature of the illness, anticipated duration as 
indicated by the licensed health care provider’s statement, the number of days requested to be 
withdrawn then make a determination of the number of days to be withdrawn. In making the 
decision, the committee shall be guided by the facts underlying the request, the available days in the 
Sick Leave Pool, and other factors that the committee may deem relevant to the decision. If the 
member is released to return to work prior to the expected date, the unused days will remain in the 
pool. 
 

10. Donated Emergency Leave Pool days may only be taken in increments of full days. 
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11. Donated leave days are available only to the extent that sufficient Emergency Leave Pool days are 

available for use.  
 

12. A participating employee who is receiving workers’ compensation or receiving any governmental 
funded disability may not withdraw donated days from the Emergency Leave Pool. 
 

13. A participating employee may not withdraw from the Emergency Leave Pool more than 20 days 
per school year. If an employee anticipates being unable to work, the employee should contact 
Human Resources regarding the emergency leave pool policy. 
 

14. A participating employee receiving leave days from the pool will not accrue additional leave for 
those days. 
 

15. At the end of any school year, all Emergency Leave Pool hours are carried forward to the next year. 
 

16. The administration of the policy and approval of Emergency Leave Pool withdrawals are the 
responsibility of the Office of Human Resources. All request for withdrawals will be reviewed by 
five emergency leave pool committee members. 

 
17. For questions regarding the Emergency Leave Pool program, or to request a withdrawal, please 

contact the Office of Human Resources. 
 
Family and Medical Leave Act (FMLA) 
The Family and Medical Leave Act (“FMLA”) provides employees who meet certain eligibility criteria 
with unpaid leave for certain family and medical reasons during a 12-month period. During this leave, 
eligible employees are entitled to continue group health plan coverage as if they had continued to work. At 
the conclusion of the leave, subject to some exceptions, eligible employees generally have the right to return 
to the same or an equivalent position and equivalent pay, benefits and working conditions. 
 

NOTE: The following FMLA provisions and references to FMLA in this Handbook  
and in Board policy are applicable only to employees eligible for FMLA. 

 
School Contact 
Employees that require medical leave under the FMLA or have questions about FMLA leave should contact 
the Benefits Coordinator for details on eligibility, requirements, and limitations. 
 
Eligibility Requirements 
To be eligible for FMLA leave, an employee must have been employed:  
 

• For at least 12 months (which need not be consecutive) and for at least 1,250 hours during the 12-
month period immediately preceding the commencement of the leave; and  

• At a worksite with at least 50 employees located within 75 miles of the employee’s worksite. 
 
Please note that for purposes of an employee’s entitlement to leave under the FMLA, the 12-month period 
within which employees shall be eligible for 12 weeks of FMLA shall be defined as a rolling 12-month 
period, measured backward from the last date an employee uses leave under the FMLA. 
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Events that May Entitle Employees to FMLA Leave 
An eligible employee shall be entitled to a total of up to 12 weeks of unpaid, job-protected leave for one or 
more of the following reasons: 
 

• The birth of a child or placement of a child for adoption or foster care;  
• To bond with a child (leave must be taken within one year of the child’s birth or placement);  
• To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;  
• For the employee’s own qualifying serious health condition that makes the employee unable to 

perform the employee’s job; or  
• For qualifying exigencies (as described below) related to the foreign deployment of a military 

member who is the employee’s spouse, child, or parent.  
 
As discussed below, an eligible employee who is a covered servicemember’s spouse, child, parent, or next 
of kin may also take up to 26 weeks of FMLA leave in a single 12-month period to care for the 
servicemember with a serious injury or illness.  
 
Upon eligibility for family and medical leave, and at 30-day intervals thereafter, the employee shall provide 
medical certification of the illness or disability. The employee’s request for reinstatement shall be 
accompanied by medical certification of the employee’s ability to perform essential job functions. 
 
Service Member Family Leave 
An employee may be eligible for up to 26 weeks of “Service Member Family Leave” if the employee’s 
spouse, child, parent (not parents-in-law), or next of kin is a current member of the active duty Armed 
Forces (including National Guard or Reserves), or a member of the Armed Forces (including National 
Guard or Reserves) on the Temporary Disability Retired List, who is recovering from a serious injury or 
illness incurred in the line of duty, while on active duty for which he or she is undergoing medical treatment, 
recuperation, therapy, in outpatient status, or otherwise on the Temporary Disability Retired List. (This 
does not include former members of the Armed Forces, former members of the National Guard and 
Reserves and members on the Permanent Disability Retirement List). 
 
With respect to both Qualified Exigency and Service Member Family leave, employees may take the leave 
intermittently or on a reduced leave schedule. However, if an employee has accrued paid leave (vacation, 
sick, or personal leave), he or she must substitute any qualifying paid leave for unpaid leave first. 
“Qualifying paid leave” is leave that would otherwise be available to eligible employees for the purpose 
for which FMLA leave is taken. The remainder of the 26 workweeks of leave, if any, will be unpaid leave. 
Any paid leave used for an FMLA-qualifying reason will be charged against an employee’s entitlement to 
FLMA leave. This includes leave for disability or workers’ compensation injury/illness, provided that the 
leave meets FMLA requirements. The substitution of paid leave for unpaid leave does not extend the 26-
workweek leave period. 
 
Qualifying Exigency FMLA Leave 
An employee may be entitled to Qualifying Exigency FMLA leave if the employee’s spouse, child, or 
parent is in the National Guard, is a Reservist, or is retired military and is called to active duty or has been 
notified of an impending call or order to active duty in support of a contingency operation as defined by 
federal law. The time spent in several specific activities, defined by law as “Qualifying Exigencies,” may 
also be considered FMLA time. (This does not include those on the Permanent Disabled Retired List or 
Active Duty Military). 
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Certification of Leave 
The first time an employee requests Qualifying Exigency leave, ILTexas will require the employee to 
provide a copy of the covered military member’s active duty orders or other documentation issued by the 
military that indicates that the covered military member is on active duty, or call to active duty status in 
support of a contingency operation, and the dates of the covered military member’s active duty service. 
 
In addition, each time an employee first requests leave for one of the Qualifying Exigencies, ILTexas may 
require certification of the exigency necessitating leave. Certification supporting leave for a Qualifying 
Exigency includes: appropriate facts supporting the need for leave, including any available written 
documentation supporting the request; the date on which the Qualifying Exigency commenced or will 
commence, and the end date; where leave will be needed on an intermittent basis, the frequency and 
duration of the Qualifying Exigency; and appropriate contact information if the exigency involves meeting 
with a third-party. 
 
Post-Deployment Activities 
An employee may be entitled to take Qualifying Exigency leave for certain qualifying post-deployment 
exigencies, including reintegration activities, for a period of 90 days following the termination of the 
covered military member’s active duty status. 
 
State calls to active duty are not covered unless under order of the President of the United States. 
 
The Maximum Amount of FMLA Leave Within A 12-Month Period 
Except as provided above, an employee is entitled up to 12 workweeks of unpaid leave during a 12-month 
period for any FMLA qualifying reason(s). The 12-month period is a rolling period measured backward 
from the last date the employee used any FMLA leave. An eligible employee who is eligible for Service 
Member Family Leave may take a maximum of only 26 weeks during a rolling 12-month period, even if 
the employee also qualifies for FMLA leave for a reason other than Service Member Family leave. 
 
Limitations on FMLA Leave 
Leave to care for a newborn, or for a newly placed adopted or foster child, must conclude within 12 months 
after the birth or placement of the child. When both spouses are employed by ILTexas, they are entitled to 
a combined total of twelve 12 work weeks of FMLA leave within the designated 12-month period for the 
birth, adoption, or foster care placement of a child, for aftercare of the newborn or newly placed child, and 
to care for a parent (but not in-law) with a serious health condition. Each spouse may be entitled to 
additional FMLA leave for other FMLA-qualifying reasons, but not more than a total of twelve 
12 workweeks per person. For example, if each spouse took six weeks of leave to care for a newborn child, 
each could later use an additional six weeks due to his or her own serious health condition or to care for a 
parent or child with a serious health condition. 
 
Military caregiver leave for spouses is limited to a combined total of 26 weeks. 
 
Intermittent or Reduced Work Schedule Leave 
When medically necessary or in the case of a qualifying exigency, an employee may take leave 
intermittently or on a reduced schedule. ILTexas does not permit the use of intermittent or reduced-schedule 
leave for the care of a newborn child or for adoption or placement of a child with the employee.  
 
“Intermittent leave” is FMLA leave taken in separate blocks of time due to a single qualifying reason. A 
“reduced leave schedule” is a leave schedule that reduces an employee’s usual number of working hours 
per workweek, or hours per workday. 
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For leave taken because of the employee’s own serious health condition, to care for a parent, son, or 
daughter with a serious health condition, or military caregiver leave, there must be a medical need for leave, 
and it must be that such medical need can be best accommodated through an intermittent or reduced leave 
schedule. Leave due to a Qualifying Exigency may also be taken on an intermittent or reduced schedule 
basis. 
 
Transfer to an Alternative Position 
If an employee requests intermittent or reduced schedule leave that is foreseeable based on planned medical 
treatment, ILTexas may require the employee to transfer temporarily to an available alternative position for 
which the employee is qualified, and which better accommodates recurring periods of leave than does the 
employee’s regular position. 
 
Calculating Leave Use 
When an employee takes leave on an intermittent or reduced schedule, only the amount of leave actually 
taken may be counted toward the employee’s leave entitlement. ILTexas must account for intermittent or 
reduced schedule leave using an increment no greater than the shortest period of time that it uses to account 
for use of other forms of leave, provided the increment is not greater than one hour. 
 
Request for FMLA Leave 
Any absence of five days or more for an illness or medical condition may be designated FMLA leave and 
will require appropriate documentation. Employees should request FMLA leave by notifying their 
appropriate supervisor, completing an Employee Change Notice (“ECN”), and submitting the ECN form to 
Payroll and the Benefits Office. 
 
Employees must provide 30 days’ advance notice of the need to take FMLA leave when the need is 
foreseeable. When such notice is not possible, the employee must provide notice as soon as practicable, and 
generally must comply with the school’s call-in procedures. 
 
Employees must provide sufficient information to determine if the leave qualifies for FMLA protection and 
the anticipated timing and duration of the leave. Sufficient information may include that the employee is 
unable to perform job functions; the family member is unable to perform daily activities, the need for 
hospitalization or continuing treatment by a health care provider; or circumstances supporting the need for 
military family leave. Employees also must inform Payroll and the Benefits Office if the requested leave is 
for a reason for which FMLA leave was previously taken or certified. 
 
Required Documentation for Birth, Adoption, or Health-Related FMLA Leave 
When leave is taken to care for a family member, ILTexas will require employees to provide documentation 
or a statement of a family relationship (birth certificate or court document). The employee may be required 
to submit medical certification from a health care provider to support a request for FMLA leave for his or 
her or a family member’s serious health condition. Medical certification forms are available from the 
Benefits Office.  
 
If ILTexas deems the medical certification to be incomplete or insufficient, the school will specify, in 
writing, what information is lacking, and the employee will have seven calendar days to cure the deficiency. 
It is the employee’s responsibility to provide a complete and sufficient certification. Such failure to provide 
complete and sufficient certification, despite the opportunity to cure any deficiency, may lead to denial of 
FMLA leave. ILTexas may (a) have a designated health care provider or the Benefits Coordinator (but in 
no case the employee’s direct supervisor) contact the employee’s health care provider in an effort to clarify 
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or authenticate the initial certification if the school has reason to doubt an employee’s initial certification; 
and/or (b) require the employee to obtain a second opinion by an independent provider at ILTexas’ 
designation and expense. If the initial and second certifications differ, ILTexas may, at its expense, require 
the employee to obtain a third, final and binding certification from a jointly selected heath care provider. 
 
During FMLA leave, ILTexas may request that the employee provide recertification of a serious health 
condition, at intervals, in accordance with the FMLA. In addition, during FMLA leave, the employee must 
provide the school with periodic reports regarding his or her status and intent to return to work. If the 
employee’s anticipated return to work date changes, and it becomes necessary for the employee to take 
more or less leave than originally anticipated, he or she must provide the school with reasonable notice 
(within two business days) of such changed circumstances and new return to work date. If the employee 
gives notice of such intent not to return to work, he or she will be considered to have voluntarily resigned. 
 
Before an employee returns to work from FMLA leave for his or her own serious health condition, the 
employee will be required to submit a fitness-for-duty certification from his or her health care provider with 
respect to the condition for which the leave was taken, stating that the employee is able to perform the 
essential functions of his or her job. Where a reasonable job safety concern exists, ILTexas may require a 
fitness-for-duty certification before an employee’s return to work from intermittent leave. 
 
FMLA leave or return to work may be delayed or denied if the appropriate documentation is not provided 
in a timely manner. Also, a failure to provide requested documentation of the reason for an absence from 
work may lead to termination of employment. 
 
Use of Paid and Unpaid Leave 
FMLA provides eligible employees with up to 12 workweeks of unpaid leave, except as described above. 
However, if an employee has accrued paid leave (vacation, sick, or personal leave), he or she must substitute 
any qualifying paid leave for unpaid FMLA leave first. Substituted paid leave will run concurrently with 
the unpaid FMLA leave. “Qualifying paid leave” is leave that would otherwise be available to an employee 
for the purpose for which FMLA leave is taken. The remainder of the 12 workweeks of leave, if any, will 
be unpaid leave. Any paid leave used for an FMLA-qualifying reason will be charged against the 
employee’s entitlement to FMLA leave. This includes leave for disability or workers’ compensation 
injury/illness, provided that the leave meets FMLA requirements. The substitution of paid leave for unpaid 
leave does not extend the 12-work week period. During the period that an employee takes a leave of 
absence, including FMLA, he or she is not eligible to accrue paid time off benefits. Accruals will resume 
upon the employee’s return to work. 
 
Designation of Leave 
The Benefits Coordinator will notify an employee that his or her leave has been designated as FMLA leave 
within five business days, absent extenuating circumstances, of ILTexas’ determination that leave is for an 
FMLA qualifying reason. If an employee has not notified the school of the reason for the leave, and desires 
that leave be counted as FMLA leave, he or she must notify the Benefits Coordinator within two business 
days of returning to work that the leave was for an FMLA reason. 
 
Special Rules for Instructional Employees 
Special rules may apply to certain employees of charter schools. These special rules affect leave taken 
intermittently or on a reduced schedule or taken near the end of an academic term (semester) by instructional 
employees. 
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“Instructional employees” are those whose primary is to teach and instruct students in a class, a small group, 
or an individual setting. This term includes not only teachers, but also athletic coaches, driving instructors, 
and special education assistants such as signers for the hearing impaired. It does not include teacher 
assistants or aides who do not have as their primary job actual teaching or instructing, nor does it include 
auxiliary personnel such as counselors, psychologists, or curriculum specialists. It also does not include 
cafeteria workers, maintenance workers, or bus drivers. 
 
Failure to Provide Notice of Foreseeable Leave 
If an instructional employee does not give required notice of foreseeable leave to be taken intermittently or 
on a reduced schedule, ILTexas may require the employee to take leave of a particular duration or to transfer 
temporarily to an alternative position. Alternatively, ILTexas may require the employee to delay the taking 
of leave until the notice provision is met. 
 
Twenty Percent (20%) Rule 
If an eligible instructional employee needs intermittent leave or leave on a reduced leave schedule to care 
for a family member with a serious health condition, to care for a covered service member, or for the 
employee’s own serious health condition; the leave is foreseeable based on planned medical treatment; and 
the employee would be on leave for more than 20% of the total number of working days over the period 
the leave would extend, the School may require the employee to choose: 
 

• To take leave for a period or periods of a particular duration, not greater than the duration of the 
planned treatment; or 

• To transfer temporarily to an available alternative position for which the employee is qualified, 
which has equivalent pay and benefits, and which better accommodates recurring periods of leave 
than does the employee’s regular position. 

 
“Periods of a particular duration” means a block or blocks of time beginning no earlier than the first day 
for which leave is needed and ending no later than the last day on which leave is needed and may include 
one uninterrupted period of leave. If an employee chooses to take leave for “periods of a particular duration” 
in the case of intermittent or reduced schedule leave, the entire period of leave taken will count as FMLA 
leave. 
 
Leave at the End of a Semester 
As a rule, ILTexas may not require an employee to take more FMLA leave than the employee needs. The 
FMLA recognizes exceptions where instructional employees begin leave near the end of a semester. As set 
forth below, the school may, in certain cases, require the employee to take leave until the end of the 
semester. 
 
The school semester, or “academic term,” typically ends near the end of the calendar year and the end of 
spring each school year. In no case may a school have more than two academic terms or semesters each 
year for purposes of the FMLA. 
 
If ILTexas requires the employee to take leave until the end of the semester, only the period of leave until 
the employee is ready and able to return to work shall be charged against his or her FMLA leave entitlement. 
Any additional leave required by the school to the end of the semester is not counted as FMLA leave; 
however, ILTexas shall maintain the employee’s group health insurance and restore the employee to the 
same or equivalent job, including other benefits, at the end of the leave. 
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More Than Five Weeks Before the End of the Semester 
ILTexas may require an instructional employee to continue taking leave until the end of the semester if: 
 

• The employee begins leave more than five weeks before the end of the semester; 
• The leave will last at least three weeks; and 
• The employee would return to work during the three-week period before the end of the semester. 

 
During Last Five Weeks of the Semester 
ILTexas may require an instructional employee to continue taking leave until the end of the semester if: 
 

• The employee begins leave during the last five weeks of the semester for any reason other than the 
employee’s own serious health condition or a Qualifying Exigency; 

• The leave will last more than two weeks; and 
• The employee would return to work during the two-week period before the end of the semester. 

 
During Last Three Weeks of the Semester 
ILTexas may require an instructional employee to continue taking leave until the end of the semester if the 
employee begins leave during the three-week period before the end of the semester for any reason other 
than the employee’s own serious health condition or a Qualifying Exigency. 
 
Maintenance of Health Benefits 
During FMLA leave, employees are entitled to continue group health plan coverage under the same 
conditions as if they had continued to work. To the extent that FMLA leave is paid, the employee’s portion 
of health insurance premiums will be deducted from their salary. For the portion of FMLA leave that is 
unpaid, an employee’s portion of health insurance premiums must be paid in accordance with the School’s 
rules for leave without pay. If payment of health insurance premiums is more than 30 days late, ILTexas 
discontinue health insurance coverage upon notice to the employee. 
 
Salary Action 
The length of the leave will delay any planned, but not implemented, salary increase for a period equal to 
an employee’s leave of absence, including FMLA. 
 
Performance Evaluation 
The length of the leave will extend an employee’s normal performance evaluation date by the length of the 
leave of absence, including FMLA. 
 
Return from FMLA Leave and Limitations on Reinstatement 
Upon return from FMLA leave, the employee will be placed in the same position he or she held before the 
leave, or an equivalent position with equivalent pay, benefits, and other employment terms. 
 
However, an employee is entitled to reinstatement only if he or she would have continued to be employed 
had FMLA leave not been taken. Thus, an employee is not entitled to reinstatement if, because of a layoff, 
reduction in force or other reason, he or she would not be employed at the time job restoration is sought. 
 
ILTexas reserves the right to deny reinstatement to salaried, FMLA eligible employees who are among the 
highest paid 10% of school employees employed within 75 miles of the school’s main office, if such denial 
or reinstatement is necessary to prevent substantial and grievous economic injury to the school’s operations. 
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Failure to Return to Work Following FMLA Leave 
If an employee does not return to work following the conclusion of FMLA leave, he or she will be 
considered to have voluntarily resigned. ILTexas may recover from the employee such portion of health 
insurance premiums that were paid on the employee’s behalf during any unpaid FMLA leave. Recovery 
may be made through deductions from any outstanding sums due to the employee, except where prohibited 
by federal or state law, or through legal action against the employee. 
 
For further information or clarification about FMLA leave, please contact the Director of Human 
Resources. 
 
For information or to file a complaint with the U. S. Department of Labor (DOL) by contacting them at 1-
866-487-9243 or by visiting www.wagehour.dol.gov.  
 
Military Leave of Absence  
ILTexas is committed to protecting the rights of employees absent on military leave. In accordance with 
federal and state law, it is ILTexas’ policy that no employee or prospective employee will be subjected to 
any form of discrimination on the basis of that person’s membership in, or obligation to perform service 
for any of the Uniformed Services of the United States. Specifically, no person will be denied employment, 
reemployment, promotion, or other benefit of employment on the basis of such membership. Furthermore, 
no person will be subjected to retaliation or adverse employment action because such person has exercised 
his or her rights hereunder. If any employee believes that he or she has been subjected to discrimination in 
violation of this provision, the employee should immediately contact Human Resources. 
 
Temporary (Two-Week) Military Leave 
In addition to the rights and benefits provided to employees taking Extended Military Leave, eligible 
employees who must be absent from their job for a period of not more than ten working days each year in 
order to participate in temporary military duty are entitled to as many as ten days’ unpaid military leave. 
All benefits will continue during an employee’s temporary military leave. 
 
All Other (Extended) Military Leave 
Employees directed to participate in extended military duties in the U. S. Armed Forces that exceed ten 
working days will be placed on an unpaid military leave of absence status for a period of as long as five 
years, except as otherwise required by USERRA, and the employee will be entitled to the rights and benefits 
described in this Handbook and in accordance with ILTexas’ policies and procedures. 
 
To request a temporary or extended military leave of absence the employee should, unless prevented from 
doing so by military necessity, notify Human Resources and complete and submit the appropriate form. An 
employee on temporary or extended military leave may elect, at his or her option, to use paid leave 
(vacation, sick or personal) available; the remainder of military leave will be unpaid. 
 
Bereavement Leave 
Full-time and part-time employees are eligible for bereavement leave. Employees may use their local and 
state days during this time. 
 
In the unfortunate event of a death in an eligible employee’s “relative” (as previously defined herein), the 
employee may take an unpaid leave of absence of up to three days (up to five days if air travel is required). 
Bereavement leave days should be taken consecutively, within a reasonable time from the date of the death 
or day of the funeral and may not be split or postponed. 
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If an employee experiences a death in the family, he or she should inform the Principal or Supervisor as 
soon as possible. Supporting documentation may be required. 
 
Jury Duty 
Employees will receive leave with pay and without loss of accumulated leave for jury duty. Employees 
must present documentation of the service and may keep any compensation they receive. A summons to 
appear is not proper documentation of the service. If an employee is released early, he or she must return 
to work. Consideration will be given on a case-by-case basis for travel time. 
 
 
Other Court Appearances 
Employees will be paid while on leave to comply with a valid subpoena related to employment with 
ILTexas. Employees may be required to submit documentation of their need for leave for court appearances 
to the Human Resources Department. Absences for court appearances related to an employee’s personal 
business shall be deducted from the employee’s personal leave or shall be taken as leave without pay. 
 
Voting Leave 
Any employee who does not have two consecutive non-work hours while the polls are open on election day 
will be given up to two hours off with pay in order to vote, unless more time is required by state law. The 
employee should notify the appropriate supervisor before Election Day if time off is needed, so that the 
timing of the employee’s absence can be pre-arranged. 
 

PART 7: EMPLOYEE CONDUCT 
 
General 
All employees are expected to work together in a cooperative spirit to serve the best interests of ILTexas 
and to be courteous to students, one another, and the public. Employees are expected to observe the 
following standards of conduct: 
 

• Express concerns, complaints, or criticism through appropriate channels. 
• Know and comply with department and Board policies and procedures. 
• Maintain confidentiality in all matters relating to students and coworkers. 
• Notify their immediate supervisor in advance or as early as possible in the event that they must be 

absent or late. Unauthorized absences, chronic absenteeism, tardiness, and failure to follow 
procedures for reporting an absence may be cause for disciplinary action. 

• Observe all safety rules and regulations and report injuries or unsafe conditions to a supervisor 
immediately. 

• Recognize and respect the rights of students, parents, other employees, and members of the 
community. 

• Report to work according to the assigned schedule. 
• Use school time, funds, and property for authorized school business and activities only. 

 
All ILTexas employees should perform their duties in accordance with state and federal law, Board policies 
and procedures, and ethical standards. Violation of policies, regulations, or guidelines may result in 
disciplinary action, including termination. Alleged incidents of certain misconduct by educators, including 
having a criminal record, must be reported to SBEC not later than the seventh day after the Superintendent 
knew of the incident. 
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Code of Ethics 
All educators employed at ILTexas shall comply with the following Code of Ethics: 
 
Texas Educator Preamble 
The Texas educator shall comply with standard practices and ethical conduct toward students, professional 
colleagues, school officials, parents, and members of the community and shall safeguard academic freedom. 
The Texas educator, in maintaining the dignity of the profession, shall respect and obey the law, 
demonstrate personal integrity, and exemplify honesty and good moral character. The Texas educator, in 
exemplifying ethical relations with colleagues, shall extend just and equitable treatment to all members of 
the profession. The Texas educator, in accepting a position of public trust, shall measure success by the 
progress of each student toward realization of his or her potential as an effective citizen. The Texas 
educator, in fulfilling responsibilities in the community, shall cooperate with parents and others to improve 
the public schools of the community. 
 
Professional Ethical Conduct, Practices and Performance 
 

• Standard 1.1. The educator shall not intentionally, knowingly, or recklessly engage in deceptive 
practices regarding official policies of the charter school, an educator preparation program, the 
Texas Education Agency, or the State Board for Educator Certification (SBEC) and its certification 
process. 

• Standard 1.2. The educator shall not knowingly misappropriate, divert, or use monies, personnel, 
property, or equipment committed to his or her charge for personal gain or advantage. 

• Standard 1.3. The educator shall not submit fraudulent requests for reimbursement, expenses, or 
pay. 

• Standard 1.4. The educator shall not use institutional or professional privileges for personal or 
partisan advantage. 

• Standard 1.5. The educator shall neither accept nor offer gratuities, gifts, or favors that impair 
professional judgment or to obtain special advantage. This standard shall not restrict the acceptance 
of gifts or tokens offered and accepted openly from students, parents of students, or other persons 
or organizations in recognition or appreciation of service. 

• Standard 1.6. The educator shall not falsify records, or direct or coerce others to do so. 
• Standard 1.7. The educator shall comply with state regulations, written local Board policies, and 

other state and federal laws. 
• Standard 1.8. The educator shall apply for, accept, offer, or assign a position or a responsibility on 

the basis of professional qualifications. 
• Standard 1.9. The educator shall not make threats of violence against school employees, members 

of the Board of Directors, students, or parents of students. 
• Standard 1.10. The educator shall be of good moral character and be worthy to instruct or supervise 

the youth of this state. 
• Standard 1.11. The educator shall not intentionally or knowingly misrepresent his or her 

employment history, criminal history, and/or disciplinary record when applying for subsequent 
employment. 

• Standard 1.12. The educator shall refrain from the illegal use or distribution of controlled 
substances and/or abuse of prescription drugs and toxic inhalants. 

• Standard 1.13. The educator shall not consume alcoholic beverages on school property or during 
school activities when students are present. 

• Standard 1.14. The educator shall not assist another educator, school employee, contractor, or agent 
in obtaining a new job as an educator or in a school, apart from the routine transmission of 
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administrative and personnel files, if the educator knows or has probable cause to believe that such 
person engaged in sexual misconduct regarding a minor or student in violation of the law. 

 
Ethical Conduct toward Professional Colleagues 
 

• Standard 2.1. The educator shall not reveal confidential health or personnel information concerning 
colleagues unless disclosure serves lawful professional purposes or is required by law. 

• Standard 2.2. The educator shall not harm others by knowingly making false statements about a 
colleague or the ILTexas system. 

• Standard 2.3. The educator shall adhere to written local Board policies and state and federal laws 
regarding the hiring, evaluation, and dismissal of personnel. 

• Standard 2.4. The educator shall not interfere with a colleague’s exercise of political, professional, 
or citizenship rights and responsibilities. 

• Standard 2.5. The educator shall not discriminate against or coerce a colleague on the basis of race, 
color, religion, national origin, age, gender, disability, family status, or sexual orientation. 

• Standard 2.6. The educator shall not use coercive means or promise of special treatment in order to 
influence professional decisions or colleagues. 

• Standard 2.7. The educator shall not retaliate against any individual who has filed a complaint with 
the SBEC or who provides information for a disciplinary investigation in accordance with 
applicable laws or regulations. 

 
Ethical Conduct Toward Students 
 

• Standard 3.1. The educator shall not reveal confidential information concerning students unless 
disclosure serves lawful professional purposes or is required by law. 

• Standard 3.2. The educator shall not intentionally, knowingly, or recklessly treat a student or minor 
in a manner that adversely affects or endangers the learning, physical health, mental health, or 
safety of the student or minor. 

• Standard 3.3. The educator shall not intentionally, knowingly, or recklessly misrepresent facts 
regarding a student. 

• Standard 3.4. The educator shall not exclude a student from participation in a program, deny 
benefits to a student, or grant an advantage to a student on the basis of race, color, gender, disability, 
national origin, religion, family status, or sexual orientation. 

• Standard 3.5. The educator shall not intentionally, knowingly, or recklessly engage in physical 
mistreatment, neglect, or abuse of a student or minor. 

• Standard 3.6. The educator shall not solicit or engage in sexual conduct or a romantic relationship 
with a student or minor. 

• Standard 3.7. The educator shall not furnish alcohol or illegal/unauthorized drugs to any person 
under 21 years of age unless the educator is a parent or guardian of that child or knowingly allow 
any person under 21 years of age unless the educator is a parent or guardian of that child to consume 
alcohol or illegal/unauthorized drugs in the presence of the educator. 

• Standard 3.8. The educator shall maintain appropriate professional educator-student relationships 
and boundaries based on a reasonably prudent educator standard. 

• Standard 3.9. The educator shall refrain from inappropriate communication with a student or minor, 
including, but not limited to, electronic communication such as cell phone, text messaging, email, 
instant messaging, blogging, or another social network communication. Factors that may be 
considered in assessing whether the communication is inappropriate include, but are not limited to: 
o The nature, purpose, timing, and amount of the communication; 
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o The subject matter of the communication; 
o Whether the communication was made openly, or the educator attempted to conceal the 

communication; 
o Whether the communication could be reasonably interpreted as soliciting sexual contact or a 

romantic relationship; 
o Whether the communication was sexually explicit; and 
o Whether the communication involved discussion(s) of the physical or sexual attractiveness or 

the sexual history, activities, preferences, or fantasies of either the educator or the student. 
 

Adapted from the Professional Code of Ethics  
and Standard Practices for Texas Educators 

 
Financial Ethics 
ILTexas prohibits fraud and financial impropriety in the actions of its directors, employees, vendors, 
contractors, consultants, volunteers, and others seeking or maintaining a business relationship with 
ILTexas. 
 
Fraud and financial impropriety shall include but not be limited to: 
 

• Forgery or unauthorized alteration of any document or account belonging to ILTexas; 
• Forgery or unauthorized alteration of a check, bank draft, or any other financial document; 
• Misappropriation of funds, securities, supplies, or other school assets, including employee time; 
• Impropriety in the handling of money or reporting of ILTexas’ financial transactions; 
• Profiteering as a result of insider knowledge of school information or activities; 
• Unauthorized disclosure of confidential or proprietary information to outside parties; 
• Unauthorized disclosure of investment activities engaged in or contemplated by ILTexas; 
• Accepting or seeking anything of material value from contractors, vendors, or other persons 

providing services or materials to ILTexas, except as otherwise permitted by law or ILTexas policy; 
• Inappropriately destroying, removing, or using records, furniture, fixtures, or equipment; 
• Failure to provide financial records required by state or local entities; 
• Failure to disclose conflicts of interest as required by law or ILTexas policy; or 
• Any other dishonest act regarding the finances of ILTexas. 

 
Any person who suspects fraud or financial impropriety shall report the suspicions immediately to any 
supervisor, the Payroll Manager, the Director of Human Resources, or local law enforcement. 
 
Reports of suspected fraud or financial impropriety will be treated as confidential to the extent permitted 
by law. Limited disclosure may be necessary to complete a full investigation or to comply with law. All 
employees involved in an investigation shall be advised to keep information about the investigation 
confidential. 
 
Neither the Board of Directors nor any ILTexas employee shall unlawfully retaliate against a person who 
in good faith reports perceived fraud or financial impropriety. 
 
If an employee is found to have committed fraud or financial impropriety, the Superintendent or designee 
or the Board of Directors shall take or recommend appropriate disciplinary action, which may include 
termination of employment and, when circumstances warrant, referral to appropriate law enforcement or 
regulatory authorities. 
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Unacceptable Employee Conduct  
 

Applies to all ILTexas employees 
 
Employees are expected to follow all laws, policies, regulations, terms and conditions of employment and 
directives of ILTexas. ILTexas expects its employees to act in a mature, professional and responsible 
manner. The following is a non-exclusive list of prohibited employee conduct. Employees who engage in 
any conduct listed below are subject to disciplinary action up to and including termination. This is not 
intended to be a complete list, and it does not alter the contractual or at-will employment relationship 
between employees and ILTexas. 
 

• Dishonesty, falsification or misrepresentation on an application for employment or other work 
records; falsifying reasons for leave of absence or other data requested by ILTexas and/or alteration 
of ILTexas’ records or documents. 

• Engaging in a romantic, sexual, or otherwise inappropriate relationship with a student, regardless 
of whether the relationship is consensual.  

• Engaging in an act of sabotage; willful or with negligence causing the destruction or damage of 
ILTexas property, or the property of fellow employees, volunteers, contractors, or visitors, in any 
manner. 

• Engaging in malicious gossip, spreading rumors, or otherwise engaging in behavior designed to 
create discord and lack of harmony or otherwise interfere with the job performance of fellow 
employees or service providers. 

• Engaging in rudeness, disrespectful, or unprofessional behavior toward parents and school 
contractors or vendors. 

• Fighting or threatening violence toward anyone on ILTexas property or when representing ILTexas, 
including “horseplay” or provoking a fight between others. 

• Giving to other schools, organizations, or persons information made confidential by law and/or 
proprietary ILTexas information that is obtained from ILTexas’ files or records in the course of 
employment. 

• Insubordination or other disrespectful conduct (including refusal to follow the lawful directives of 
a supervisor or the Superintendent). 

• Intoxication or being under the influence of a controlled substance while at work or representing 
ILTexas.  

• Negligence or any careless action that endangers the life or safety of another person, or damages 
or destroys property of ILTexas. 

• Possession of firearms, weapons or explosives on ILTexas property, while on duty or while 
representing ILTexas. 

• Publishing or disclosing information relating to ILTexas employees and/or students that is obtained 
from ILTexas’ files or records in the course of employment. 

• Smoking in prohibited areas. 
• The use, possession or sale of a controlled substance. 
• Theft of ILTexas owned property or the property of fellow employees, students, contractors or 

visitors. 
• Threatening, intimidating or coercing fellow employees on or off ILTexas property, at any time, 

for any reason. 
• Unauthorized possession or removal of any ILTexas property, including documents, from the 

premises without prior permission from a supervisor; 

121 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM



 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
59 

• Unauthorized use of ILTexas equipment or property, including using such equipment for personal 
use or profit. 

• Unsatisfactory performance or conduct. 
• Violation of the rules affecting the health and safety of students and the efforts of ILTexas to 

operate efficiently and effectively.  
 
Fraud, Dishonesty and False Statements 
No employee or applicant may ever falsify any application, medical history record, student paperwork, 
employee paperwork, time sheet, time card, investigative questionnaires or any other document. Any 
employee found to have engaged in résumé fraud, or who made material misrepresentations or omissions 
on their employment application, will be subject to immediate termination of employment. Violations of 
this policy should be immediately reported to the appropriate supervisor. 
 
Insubordination 
All employees have duties to perform. It is against ILTexas policy for an employee to refuse to follow the 
directions of a supervisor or other school official. Employees must cooperate fully with investigations into 
potential misconduct. Refusal to disclose information during the course of an investigation constitutes 
insubordination and is subject to possible disciplinary action, up to and including termination. 
 
In the event a supervisor directs an employee to perform an illegal or immoral act/task, the employee should 
immediately notify the Principal or designee. 
 
Disciplinary Action 
Employment with ILTexas is based on mutual consent and both the employee and ILTexas have the right 
to terminate employment at-will, with or without cause or advance notice. ILTexas may use progressive 
discipline at its discretion. 
 
Disciplinary action may include, but is not limited to, any of the following: 
 

1. Verbal warning. 
2. Conference with a supervisor and/or the Principal. 
3. Letter of Expectation 
4. Letter of Concern 
5. Letter of Reprimand 
6. Suspension with or without pay. 
7. Termination of employment. 

 
The progression of these steps depends upon the severity of the problem and the number of occurrences. 
There may also be circumstances when one or more steps are bypassed. 
 
Dress and Grooming 
The dress and grooming of ILTexas employees shall be clean, neat, in a manner appropriate for their 
assignments, and in accordance with any additional standards established by their supervisors and approved 
by the Superintendent. 
 
Employee Dress Code Regulations/Additional Standards: 
 

• Employees may not wear clothing items prohibited by the student handbook. 
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• No tight of form-fitting pants, stretch pants, yoga pants, or leggings may be worn unless worn under 
a skirt, dress, or skirt that complies with the dress code. 

• Staff is not permitted to wear any clothing, paraphernalia, grooming, jewelry, accessories, or body 
adornments that are disruptive or potentially disruptive to the educational environment as 
determined by the Principal or Supervisor. 

• Employees should not wear clothing that exposes cleavage, the midriff, undergarments, or that is 
otherwise not modest. Appropriate undergarments must be worn at all times.  

• Jeans are only permitted on days approved by the principal or supervisor. 
 
 
Hair: 
 

• Hair must be clean and neat in appearance and consistently maintained. Hair styles/color must not 
be disruptive to the educational environment. Beards and moustaches must be neatly trimmed. 

 
Shoes: 
 

• Shoes should be in good condition. 
• Plastic or rubber flip-flops are not permissible. 
• Employees may wear sandal footwear or open-toed shoes when seasonally appropriate. 

 
Miscellaneous: 
 

• Body piercing (except earrings) and tattoos should be covered. 
• Good personal hygiene is required at all times. 

 
Support Staff: 
 

• Maintenance, transportation and student nutrition employees shall be neat, clean, and well-groomed 
and in accordance with any additional standards established by their supervisors and approved by 
the Superintendent. 

 
Adherence: 
Principals and other administrative supervisors are delegated the authority and bear the responsibility for 
ensuring compliance with this policy and are expected to counsel and/or discipline employees whom they 
supervise on professional appearance in conformance with this policy. 
 
In addition, a principal or administrative supervisor may deviate from this policy temporarily to meet the 
needs of a specific division/school/work site for an appropriately specified purpose. The Principal or 
administrative supervisor must approve temporary deviations. The Superintendent or designee must 
approve long-term or non-temporary deviations. 
 
Examples of appropriate and inappropriate attire (note: this is not an exhaustive list): 
 

Men 
 

Appropriate:     Inappropriate: 
Dress slacks     Sweats/active wear (based on assignment) 
“Docker” style slacks    Shorts 
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Buttoned dress shirts    Torn/ripped clothing 
Polo or golf style shirts    T-shirts/tank tops 
Turtlenecks     Muscle shirts 
Sweaters     Flip flops 
Spirit wear     Caps/hats 
Ties      Visible undergarments 
Suits/sport coats    Revealing low cut pants, sagging pants 
Boots, dress shoes, casual shoes 
Tennis shoes and/or athletic shoes 
(to be coordinated with professional dress) 

 
Women 

 
Appropriate:     Inappropriate: 
Capri pants/gaucho pants (below knee)  Sweats/active wear  
Dresses/skirts (mid-thigh or longer)  Shorts 
Dress slacks/pant suits    Torn or ripped clothing 
Buttoned dress shirts    Tank tops 
Polo or golf style shirts    Flip flops 
Turtlenecks     Caps/hats 
Sweaters     Visible undergarments 
Dress, casual shoes, sandals   Revealing/low cut pants 
Tennis shoes and/or athletic shoes  Sagging pants  
(to be coordinated with professional dress) Midriff shirts 

Bare shoulders 
Yoga pants 
Low cut blouses/shirts  
Tight/revealing clothing 

 
Prohibition of Discrimination, Harassment, and Retaliation 
ILTexas prohibits discrimination, including harassment, of a co-worker or student based upon race, color, 
national origin, religion, sex, disability, veteran status, age, genetic information, or any other basis 
prohibited by law. 
 
Prohibited harassment of an employee is defined as physical, verbal, or non-verbal conduct based on an 
individual’s protected characteristic(s), or any other basis prohibited by law, when the conduct is so severe, 
persistent, or pervasive that the conduct: 
 

1. Has the purpose or effect of unreasonably interfering with the individual’s work; 
2. Creates an intimidating, threatening, hostile, or offensive work environment; or 
3. Otherwise adversely affects the individual’s performance, environment, or employment 

opportunities. 
 
Employees shall not tolerate discrimination or harassment of others and are encouraged to report claims as 
soon as possible. 
 
Retaliation against anyone involved in the complaint process is a violation of ILTexas policy, and acts of 
retaliation may result in disciplinary action up to and including termination. 
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Upon notice of alleged harassment, discrimination, or retaliation, ILTexas will immediately undertake or 
direct an effective, thorough, and objective investigation. The investigation will be completed and a written 
determination regarding the reported harassment will be made and communicated to the employee who 
complained and to the accused harasser(s). 
 
If ILTexas determines that prohibited harassment or other conduct that violates an ILTexas policy has 
occurred, the school will take effective remedial action commensurate with the circumstances. Appropriate 
action will also be taken to deter any future harassment. If a complaint of prohibited conduct is 
substantiated, appropriate disciplinary action, up to and including immediate termination, will be taken. 
 
Sexual Harassment 
Sexual harassment is a form of sex discrimination defined as unwelcome sexual advances; requests for 
sexual favors; sexually motivated physical, verbal, or nonverbal conduct; or other conduct or 
communication of a sexual nature when: 
 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual’s employment; or 

2. Submission to or rejection of such conduct by an individual is used as the basis for decisions 
affecting the individual’s employment. 

 
Employees shall not engage in conduct constituting sexual harassment. ILTexas officials or their agents 
shall investigate all allegations of sexual harassment and officials shall take prompt and appropriate 
disciplinary action against employees found to engage in conduct constituting sexual harassment. 
 
An employee who believes that he or she has been or is being subjected to any form of sexual harassment 
is encouraged to make a report as soon as possible. 
 
Retaliation 
ILTexas strictly prohibits retaliation against a student, parent, or an employee who in good faith reports or 
complains about discrimination, harassment, or other prohibited conduct, or who serves as a witness or 
otherwise participates in an investigation. Employees who take part in any retaliatory action will be subject 
to discipline, up to and including termination. Retaliation may include, but is not limited to: demotion, poor 
performance appraisals, transfer, and assignment of demeaning tasks or taking any kind of adverse actions 
against a person who complains about discrimination or harassment. 
 
An employee who intentionally makes a false claim, offers false statements, or refuses to cooperate with 
an ILTexas investigation regarding harassment or discrimination is subject to appropriate discipline, up to 
and including termination. 
 
Reporting Procedures 
An employee who believes that he or she has experienced prohibited discrimination or harassment, 
retaliation, or believes that another employee has experienced such prohibited conduct, should immediately 
report the alleged acts. The employee may report the alleged acts to his or her supervisor, Principal, the 
Director of Human Resources, or the designated Compliance Coordinator. 
 
Reports of prohibited discrimination or harassment shall be made as soon as possible after the alleged act 
or knowledge of the alleged act. Failure to promptly report may impair ILTexas’ ability to investigate and 
address the prohibited conduct. 
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Any ILTexas supervisor who receives a report of prohibited discrimination or harassment shall immediately 
notify the designated Compliance Coordinator, and take any other steps required by ILTexas policy. 
 
Conducting the Investigation 
ILTexas recognizes all official complaints as a serious matter and will follow through with an appropriate 
and timely investigation of the allegations. All complaints will be investigated. At no time will employees 
who file a complaint be required or allowed to handle the problem themselves. 
 
All investigations into discrimination and harassment will follow these guidelines: 
 

• The complainant will be asked for specifics about what happened: where it happened, when it 
happened, and why. 

• Co-workers may be questioned to determine if there are other victims or witnesses to the alleged 
conduct. 

• The accused harasser will be questioned and will be informed of who is complaining and be asked 
for their statement/explanation. The accused harasser will be warned not to retaliate or to discuss 
the matter with the complainant or any other ILTexas employees or affiliated persons without 
permission from the investigator ILTexas administration. Failure of the accused harasser to abide 
by this will be grounds for disciplinary action, up to and including, termination. 

 
Both the complaining individual and the alleged harasser have equal privacy rights under the law. Due to 
the nature of the investigative requirements and process, it may not be possible to ensure absolute 
confidentiality, but ILTexas will protect the privacy and confidentiality of both the accuser and accused to 
the extent possible. 
 
Corrective Action 
ILTexas will take prompt, effective action to end any harassment and to deter future harassment. After all 
the circumstances of the complaint, including responses of the alleged perpetrator and witnesses, have been 
documented, a determination will be made as to whether or not discrimination or harassment has occurred. 
Prompt corrective action, if warranted, will follow immediately. This may include discipline or termination 
of the perpetrator or the complainant in the case that a falsified and malicious complaint was discovered 
and substantiated. The complainant and other persons directly involved will be provided notice of ILTexas’ 
disposition in the matter. 
 
Either the complaining employee or the alleged harasser has the right to appeal the determination of the 
investigation to the Board of Directors if he or she indicates so in writing, and delivers the appeal to the 
Superintendent within ten calendar days of the determination. 
 
ILTexas accepts no liability for harassment of one employee by another employee. The individual who 
makes unwelcome advances, threatens or in any other way harasses another employee is personally liable 
for such actions and their consequences. ILTexas will not provide legal, financial, or other assistance to an 
individual accused of harassment if a legal complaint is filed. 
 
Student Discrimination/Harassment 
ILTexas prohibits discrimination, including harassment, against any student on the basis of race, color, 
religion, gender, national origin, disability, age, sexual orientation, military service or any other basis 
prohibited by law. Discrimination against a student is defined as conduct directed at a student on the 
previous bases that adversely affects the student. 
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ILTexas employees shall not engage in discrimination or harassment of students, nor shall they tolerate 
student-to-student discrimination or harassment. Suspected discrimination or harassment of students shall 
be reported in a timely manner. 
 
ILTexas shall investigate all allegations of discrimination or harassment against students, and shall take 
appropriate disciplinary action against employees or students who have engaged in such acts, up to and 
including termination of employment. 
 
Retaliation against anyone involved in the complaint process is a violation of ILTexas policy and acts of 
retaliation may result in disciplinary action, up to and including termination. 
 
Sexual Harassment of Students 
Sexual harassment of students includes any unwelcome verbal or physical sexual advances, including but 
not limited to engaging in sexually oriented conversations, telephoning or texting students at home or 
elsewhere to solicit unwelcome social relationships, physical contact that would reasonably be construed 
as sexual in nature, threatening or enticing students to engage in sexual behavior in exchange for grades or 
other school-related benefit, request for sexual favors, sexually motivated physical, verbal, or nonverbal 
conduct when the conduct affects the student’s ability to participate in or benefit from a program or activity, 
or creates an intimidating, threatening, hostile or offensive educational environment. 
 
Sexual harassment of students by employees is always a violation of law and will result in appropriate 
disciplinary action up to and including termination from employment and referral to appropriate law 
enforcement authorities. 
 
ILTexas employees are generally encouraged to report an action or suspected action that is illegal or in 
violation of any adopted Board policy. Good faith reports may be made without fear of reprisal. 
 
Romantic or inappropriate social relationships between students and ILTexas employees are prohibited. 
Any sexual relationship between a student and an ILTexas employee is always prohibited, even if 
consensual. 
 
Personal Use of Technology 
ILTexas’ technology resources, including its network, computer systems, e-mail accounts, devices 
connected to its networks, and all school-owned devices used on or off school property, are primarily for 
administrative and instructional purposes. Limited personal use may be permitted if the use: 
 

• Imposes no tangible cost to ILTexas. 
• Does not unduly burden ILTexas’ technology resources. 
• Has no adverse effect on job performance or a student’s academic performance. 

 
Employee access to ILTexas’ technology resources will terminate upon the last day of employment with 
ILTexas. Employees with questions about technology resources may contact the Technology Department. 
 
Social Media and Personal Electronic Devices 
Employees have a right to participate in social networking sites, blogs, forums, etc. as individuals in the 
community. However, employees should not post anything that would violate student confidentiality or the 
professionalism and ethical conduct of ILTexas employees. Employees are encouraged to adhere to the 
following guidelines when engaging in activity on social media: 
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• Be respectful of the privacy and dignity of your co-workers, and do not post student photographs 
without appropriate authority. 

• Do not “friend” students on your personal social media page unless you have an appropriate out-
of-school relationship with the student such as relatives, church, scouts, or other activity that would 
be appropriate for such informal communication. 

• Do not create a link from your blog, website, or other social networking site to a School website 
without identifying yourself as a School employee. 

• Do not infringe on ILTexas’ logos, taglines, slogans, trademarks, or other symbols. 
• Harassing, obscene, defamatory, threatening, or other offensive content must be avoided. 
• Maintain the confidentiality of ILTexas trade secrets and private or confidential information 

concerning ILTexas employees, students, and/or agents that is obtained from ILTexas’ files or 
records in the course of employment. Do not post internal reports or other business-related 
confidential communications. 

• Respect all copyright and other intellectual property laws. For ILTexas’ protection, as well as your 
own, it is critical that you show proper respect for the laws governing copyright, fair use of 
copyrighted material owned by others, trademarks, and other intellectual property, including 
ILTexas’ own copyrights, trademarks, and brands. 

• The employee may not set up or update the employee’s personal social network page(s) using 
ILTexas’ computers, network, or equipment. 

• The employee shall limit use of personal electronic communication devises to send or receive calls, 
text messages, pictures, and videos to breaks, meal times, and before and after scheduled work 
hours, unless there is an emergency or the use is authorized by a supervisor to conduct school 
business. 

 
If an employee’s use of social media violates state or federal law or ILTexas policy, or interferes with the 
employee’s ability to effectively perform his or her job duties, the employee is subject to disciplinary action, 
up to and including termination of employment. 
 
Electronic Communications with Students 
“Electronic Communication” includes any communication facilitated by the use of any electronic device, 
including a cellular telephone, computer, computer network, personal data assistant, or pager, and includes 
e-mail, text message, instant message, and any communication made through an internet website, including 
a social media website or social networking website. 
 
Employees shall not engage in inappropriate electronic communications with students. Employees should 
not “friend” students on their personal social media pages unless they have an appropriate out-of-school 
relationship with the student such as relatives, church, scouts, or other activity that would be appropriate 
for such informal communication. Employees may elect to not disclose to a student the employee’s personal 
telephone number or e-mail address. 
 
Employees shall immediately notify the Principal or other appropriate school administrators concerning an 
incident in which a student engages in improper communications with an employee. A report should include 
a summary of the student’s communication, as well as the time, date, and method of communication. 
 
Sales and Solicitations 
In the interest of maintaining an efficient, safe, orderly and productively work environment, ILTexas’ 
general policy is to prohibit solicitations of products or services by anyone on the premises. Under no 
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circumstances may an employee disturb the work of others to solicit or distribute literature to other 
employees during working time. 
 
Public Relations/Media 
The Board of Directors has designated the PR/Communications department, as the official spokesperson 
for media questions and public relations. Any official statements from ILTexas to the media are to be 
handled through the PR/Communications Office or designee only. 
 
Employee Involvement 
All staff members are encouraged to attend ILTexas functions. Additionally, appropriate staff members 
must attend student related meetings and functions including, but not limited to: parent meetings and 
conferences, open houses, scheduled faculty/staff meetings, and ARD meetings. As part of the school’s 
planning and decision-making process, employees may either be asked or elected to serve on advisory 
committees. 
 
Faculty/Staff Meetings 
Employees are expected to attend regularly scheduled meetings whenever deemed necessary. Any absence 
from a meeting must have prior approval. An absent employee is expected to contact his/her supervisor for 
meeting details. 
 

PART 8: EMPLOYEE HEALTH AND SAFETY 
 
Workplace Safety and OSHA Compliance 
ILTexas has developed and promotes a comprehensive program to ensure the safety of its employees, 
students, and visitors. The safety program includes guidelines and procedures for responding to 
emergencies and activities to help reduce the frequency of accidents and injuries. To prevent or minimize 
injuries to employees, coworkers, and students and to protect and conserve school equipment, employees 
must comply with the following requirements: 
 

• Observe all safety rules. 
• Keep work areas clean and orderly at all times. 
• Immediately report all accidents to their supervisor. 
• Operate only equipment or machines for which they have training and authorization. 

 
Employees with questions or concerns relating to safety programs and issues can contact their supervisor. 
 
Employees who violate safety standards, cause hazardous or dangerous situations, or fail to report or, where 
appropriate, remedy such situations, may be subject to disciplinary action, up to and including termination 
of employment. 
 
Hazard Communication Act 
ILTexas is concerned about the safety of all employees and will perform the following duties in compliance 
with the Texas Hazard Communication Act: 
 

• Post and maintain the notice promulgated by the Texas Department of State Health Services 
(“TDSHS”) in the workplace. 

• Provide an education and training program for employees using or handling hazardous chemicals 
under normal operating conditions or foreseeable emergencies. 

129 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM



 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
67 

• Maintain the written hazard communication program and a record of each training session to 
employees, including the date, a roster of the employees who attend, the subjects covered in the 
training session, and the names of the instructors. Records will be maintained for at least five years. 

• Compile and maintain a workplace chemical list that includes required information for each 
hazardous chemical normally present in the workplace or temporary workplace in excess of 
55 gallons or 500 pounds, or as determined by the TDSHS for certain highly toxic or dangerous 
hazardous chemicals. The list will be readily available to employees and their representatives. 

• Update the list as necessary, but at least by December 31 each year, and maintain the list as required 
by law. Each workplace chemical list shall be dated and signed by the person responsible for 
compiling the information. 

• As required by law, label new or existing stocks of hazardous chemicals with the identity of the 
chemical and appropriate hazard warnings, if such stocks are not already appropriately labeled. 

• Maintain a legible copy of the most current manufacturer’s material safety data sheets (“MSDS”) 
for each hazardous chemical; request such sheets from the manufacturer if not already provided or 
otherwise obtain a current MSDS; make such sheets readily available to employees or their 
representatives on request. 

• Provide employees with appropriate personal protective equipment. 
 
The Superintendent shall notify employees of any planned pest control treatment by both of the following 
methods: 
 

• Posting the sign provided by the certified applicator or technician in an area of common access the 
employees are likely to check on a regular basis at least 48 hours before each planned treatment. 

• Providing the official Structural Pest Control Service Consumer Information Sheet to any 
individual working in the building, on request. 

 
Occupational Safety and Health Administration (“OSHA”) Statement 
ILTexas strives to reduce dangers to health and safety by creating and maintaining improved working 
conditions, free from recognized hazards that might cause serious physical injury. In accordance with the 
Occupational Safety and Health Act (“OSHA”), ILTexas maintains a log of all occupational injuries and 
illnesses, and asks that employees report such injuries and illnesses within 48 hours to Frank Crabill, 
Director of Facilities and Maintenance, so these occurrences will be reported within a lawful period of time 
to the nearest OSHA office. 
 
As employees of ILTexas: 
 

• You have the right to notify ILTexas or OSHA about workplace hazards. You may ask OSHA to 
keep your name confidential. 

• You have the right to request an OSHA inspection if you believe that there are unsafe and 
unhealthful conditions in your workplace. You or your representative may participate in that 
inspection. 

• You can file a complaint with OSHA within 30 days of retaliation or discrimination by ILTexas 
Texas for making safety and health complaints, or for exercising your rights under the OSHA Act. 

• You have a right to see OSHA citations issued ILTexas. ILTexas must post the citations at or near 
the place of the alleged violation. 

• ILTexas must correct workplace hazards by the date indicated on the citation, and must certify that 
these hazards have been reduced or eliminated. 
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• You have the right to copies of your medical records and records of your exposures to toxic and 
harmful substances or conditions. 

• ILTexas must post this notice in your workplace. 
• You must comply with all occupational safety and health standards issued under the OSHA Act 

that apply to your own actions and conduct on the job. 
 
As your employer: 
 

• ILTexas must furnish all employees a place of employment free from recognized hazards. 
• ILTexas must comply with the occupational safety and health standards issued under OSHA. 

 
If you would like more information regarding your OSHA rights or additional information, visit 
www.osha.gov or call 1-800-321-OSHA. 
 
Accident Reporting 
Employees shall report any on-the-job injury or accident immediately to their supervisor. Supervisors must 
notify the Director of Facilities Maintenance within 24 hours of notification of an occurrence. If an 
employee fails to report the accident within 30 days of the incident, the claim may be denied by the Texas 
Department of Insurance – Division of Workers’ Compensation. The employee’s supervisor and/or the 
appropriate management personnel shall conduct a thorough investigation, involving the employee and any 
witnesses that observed the injury or accident. The employee’s supervisor and/or appropriate management 
personnel will ensure corrective action is taken to avoid a recurrence of the accident. 
 
Reporting Serious Injuries 
Within eight hours after the death of any employee from a work-related incident or the in-patient 
hospitalization of three or more employees as a result of a work-related accident, ILTexas will orally report 
the fatality/multiple hospitalization by telephone or in person to the Area Office of the Occupational Safety 
and Health Administration (“OSHA”), Department of Labor, that is nearest to the site of the incident. If the 
Area Office is not reachable, the school may use the OSHA toll-free central telephone number, 1-800-321-
6742. 
 
Reporting Procedures 
ILTexas will utilize the required OSHA forms to document and log each recordable injury or illness. This 
information will be kept current, maintained accurately, and retained for a period of five years. 
 
Asbestos Management Plan 
The Asbestos Hazardous Emergency Response Act created by the Environmental Protection Agency 
requires ILTexas to develop and maintain an asbestos management plan. A copy of the complete 
management plan is kept in the Facilities Office and is available for inspection during normal business 
hours. 
 
Communicable Diseases 
The following information will provide simple and effective precautions against the transmission of a 
communicable disease for all personnel who are potentially exposed to the bodily fluids of any person. No 
distinction is made between bodily fluids from persons with a known disease or those from persons without 
symptoms or with an undiagnosed disease.  
 

131 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM

http://www.osha.gov/


 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
69 

The term “bodily fluids” includes: blood, semen, drainage from scrapes and cuts, feces, urine, vomitus, 
respiratory secretions and saliva. Contact with bodily fluids presents a risk of infection with a variety of 
germs. In general, however, the risk is very low and dependent on a variety of factors including the type of 
fluid with which contact is made and the type of contact made with it.  
 
Transmission of communicable disease is more likely to occur from contact with infected bodily fluids of 
unrecognized carriers than from contact with fluids from diagnosed individuals, because simple precautions 
are not always carried out. 
 
To avoid contact with bodily fluids, the following precautions should be observed: 
 

• Avoid direct skin contact with bodily fluids. This also includes the mucous membranes (e.g. eyes, 
nose, and mouth); 

• Wear disposable gloves when contact with bodily fluids is anticipated (e.g. when treating bloody 
noses; open cuts, abrasions and other lesions; handling contaminated clothing; and cleaning up 
body fluid spills); 

• Always practice good personal hygiene through proper hand washing techniques; 
• Request assistance from a custodian for proper cleaning of all bodily fluid spills. 

 
Searches 
ILTexas reserves the right to conduct searches to monitor compliance with rules concerning safety of 
employees, security of company and individual property, drugs and alcohol, and possession of other 
prohibited items. “Prohibited items” include illegal drugs, alcoholic beverages, prescription drugs or 
medications not used or possessed in compliance with a current valid prescription, weapons, any items of 
an obscene, harassing, demeaning, or violent nature, and any property in the possession or control of an 
employee who does not have authorization from the owner of such property to possess or control the 
property. “Control” means knowing where a particular item is, having placed an item where it is currently 
located, or having any influence over its continued placement. In addition to the school’s premises ILTexas 
may search employees, their work areas, lockers, personal vehicles (if driven or parked on school property), 
and other personal items such as bags, purses, briefcases, backpacks, lunch boxes, and other containers. In 
requesting a search, ILTexas is by no means accusing anyone of theft, some other crime, or any other variety 
of improper conduct. 
 
There is no general or specific expectation of privacy in the school workplace, either on school or elsewhere 
while on duty. In general, employees should assume that what they do while on duty or on school premises 
is not private. All employees and all of the areas listed above are subject to search at any time; if an 
employee uses a locker or other storage area at work, including a locking desk drawer or locking cabinet, 
ILTexas will either furnish the lock and keep a copy of the key or combination, or else allow the employee 
to furnish a personal lock, but the employee must give the school a copy of the key or combination. The 
areas in question may be searched at any time, with or without the employee being present. As a general 
rule, with the exception of items relating to personal hygiene or health, no employee should ever bring 
anything to work or store anything at work that he or she would not be prepared to show and possibly turn 
over to school officials and/or law enforcement authorities. 
 
All ILTexas employees are subject to this policy. However, any given search may be restricted to one or 
more specific individuals, depending upon the situation. Searches may be done on a random basis or based 
upon reasonable suspicion. “Reasonable suspicion” means circumstances suggesting to a reasonable person 
that there is a possibility that one or more individuals may be in possession of a prohibited item as defined 
above. Any search under this policy will be done in a manner protecting employee privacy, confidentiality, 
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and personal dignity to the greatest extent possible. ILTexas will respond severely to any unauthorized 
release of information concerning individual employees. 
 
No employee will ever be physically forced to submit to a search. However, an employee who refuses to 
submit to a search request by the school will face disciplinary action, up to and possibly including 
immediate termination of employment. 
 
Workplace Violence Prevention 
ILTexas is committed to preventing workplace violence and to maintaining a safe work environment. Given 
the increasing violence in society in general, ILTexas has adopted the following guidelines to deal with 
intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or 
on school property. 
 
All employees, including supervisors and temporary employees, should be treated with courtesy and respect 
at all times. Employees are expected to refrain from fighting, “horseplay,” or other conduct that may be 
dangerous to others. Firearms, weapons, and other dangerous or hazardous devices or substances are at all 
times prohibited without proper authorization. 
 
Conduct that threatens, intimidates, or coerces another employee, student, or member of the public at any 
time, including off-duty periods, will not be tolerated. This prohibition includes all acts of discrimination 
and/or harassment. 
 
All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to your 
immediate supervisor or any other member of management. This includes threats by employees, students, 
vendors, solicitors, or other members of the public. When reporting a threat of violence, please be specific 
and as detailed as possible. 
 
All suspicious individuals or activities should be reported as soon as possible to a supervisor. Do not attempt 
to interfere in a disturbance unless it is reasonably safe to do so. 
 
ILTexas will promptly and thoroughly investigate all reports or threats of violence and suspicious 
individuals or activities. The identity of the individual making a report will be protected as much as is 
practical. In order to maintain workplace safety, and the integrity of its investigation ILTexas may suspend 
employees, either with or without pay, pending investigation. Anyone determined to be responsible for 
threats of (or actual) violence or other conduct that is in violation of these guidelines will be subject to 
prompt disciplinary action up to and including termination of employment. 
 
Drug-Free Workplace Requirements 
ILTexas intends to provide a safe and drug-free work environment for our students and employees. With 
this goal in mind, we have established the following policy for all employees. 
 
ILTexas explicitly prohibits: 
 

• The unlawful manufacture, distribution, dispensation, possession, or use of narcotics or other illegal 
drugs, alcohol, or prescription medication without a prescription on ILTexas premises or while 
attending an ILTexas-sponsored or school-related activity. 

• Being impaired or under the influence of legal or illegal drugs or alcohol away from school 
property, if such impairment or influence adversely affects the employee’s work performance, the 
safety of the employee or of others, or puts at risk ILTexas’ reputation. 
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• Possession, use, solicitation for, or sale of legal or illegal drugs or alcohol away from ILTexas 
property, if such activity or involvement adversely affects the employee’s work performance, the 
safety of the employee or of others, or puts at risk ILTexas’ reputation. 

• The presence of any detectable amount of prohibited substances in the employee’s system while at 
work, on ILTexas property, or while attending a school-sponsored or school-related activity. 
“Prohibited substances” include illegal drugs, alcohol, or prescription drugs not taken in accordance 
with a prescription given to the employee. 

 
Employees who violate this policy may be referred to drug counseling programs, drug rehabilitation 
programs, employee assistance programs, or may be terminated from employment. 
 
As a condition of employment with ILTexas, each employee shall abide by the terms of the requirements 
and prohibitions set out in this statement and shall notify ILTexas of any criminal drug statute conviction 
for a violation occurring in the workplace no later than five days after such conviction. Within 30 days of 
receiving such notice, ILTexas shall either (1) take appropriate personnel action against the employee, up 
to and including termination; or (2) require the employee to participate satisfactorily in drug abuse 
assistance or rehabilitation program approved for such purposes by a federal, state, or local health agency, 
law enforcement agency, or other appropriate agency. 
 
In addition, ILTexas will conduct drug and/or alcohol testing under any of the following circumstances: 
 

• For-Cause Testing: ILTexas may ask an employee to submit to a drug and/or alcohol test at any 
time it has reason to suspect that the employee may be under the influence of drugs or alcohol, 
including, but not limited to, the following circumstances: evidence of drugs or alcohol on or about 
the employee’s person or in the employee’s vicinity; unusual conduct on the employee’s part that 
suggests impairment or influence of drugs or alcohol; negative performance patterns; or excessive 
and unexplained absenteeism or tardiness. 

• Post-Accident Testing: Any employee involved in an on-the-job accident or injury under 
circumstances that suggest possible use or influence of drugs or alcohol in the accident or injury 
event may be asked to submit to a drug and/or alcohol test. This includes not only the employee 
who was or could have been injured, but also any employee who potentially contributed to the 
accident or injury event in any way. 

• Pre-Employment Testing: ILTexas may perform pre-employment drug or alcohol testing after an 
offer of employment is made and accepted. 

 
All reports by ILTexas regarding drug or alcohol testing results shall be kept strictly confidential but may 
be used as the basis for disciplinary action or other action regarding employment status. 
 
If an employee is tested for drugs or alcohol outside of the employment context and the results indicate a 
violation of this policy, or if an employee refuses a request to submit to testing under this policy, the 
employee may be subject to appropriate disciplinary action, up to and possibly including termination. In 
such a case, the employee will be given an opportunity to explain the circumstances prior to any final 
employment action becoming effective. 
 
Employees with Commercial Driver’s License: Any employee whose duties require a commercial driver’s 
license (CDL) is subject to drug and alcohol testing. This includes all drivers who operate a motor vehicle 
designed to transport 16 or more people, counting the driver; drivers of large vehicles; or drivers of vehicles 
used in the transportation of hazardous materials. Teachers, coaches, or other employees who primarily 
perform duties other than driving are subject to testing requirements when their duties include driving. 
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Drug testing will be conducted before an individual assumes driving responsibilities. Alcohol and drug tests 
will be conducted at random when reasonable suspicion exists, and as a follow-up measure. Testing will be 
conducted immediately following accidents. Return-to-duty and follow-up testing will be conducted if an 
employee who has violated the prohibited alcohol conduct standards or tested positive for alcohol or drugs 
is allowed to return to duty. If the employee has more than one accident or moving violations, the employee 
may be recommended for termination immediately. 
 
Employees with questions or concerns relating to alcohol and drug policies and related educational material 
should contact the Director of Human Resources. 
 
Alcohol and Tobacco Use and Possession 
ILTexas maintains an alcohol-free and smoke- and tobacco-free work environment. It is a violation of state 
law to ingest or possess alcohol or smoke or use tobacco products (including, but not limited to, cigarettes, 
pipes, cigars, snuff, or chewing tobacco) on ILTexas property, in ILTexas vehicles, or during ILTexas-
related or ILTexas-sanctioned activities, on or off campus. Any violation of this policy may result in 
immediate termination. 
 
ILTexas also prohibits the use of any “e-cigarette,” meaning an electronic cigarette or any other device that 
simulates smoking by using a mechanical heating element, battery, or electronic circuit to deliver nicotine 
or other substances to the individual inhaling from the device, at all times on school property, at any school 
events or activities (whether or not on school property), or in school vehicles. This prohibition also includes 
any and all vapors, inhalants, electronic cigarette devices or other devices or paraphernalia used with vapors, 
other inhalants or chemicals. All personnel shall enforce this policy on school property. 
 
Video Surveillance 
ILTexas is charged with the responsibility of caring for students. Maintaining safe and efficient schools is 
critical to fulfilling this responsibility. ILTexas reserves the right to conduct surveillance in its facilities and 
offices when such surveillance is in the best interest of the school, its students, or its employees, such as 
for possible problems with student abuse, theft, drugs, alcohol or other serious misconduct. Therefore, 
employees are on notice that they should have no expectation of personal privacy while at work and all 
schools and school facilities are subject to surveillance, including parking lots. Surveillance may be by 
electronic means or direct human involvement. Surveillance methods may be visible or may be concealed. 
Periods of surveillance may or may not be announced at the option of ILTexas. No employee shall initiate 
surveillance of any kind without express approval of the Superintendent. Technical assistance with 
surveillance may be sought from local law enforcement agencies in conducting surveillance and 
surveillance results may be shared with local law enforcement agencies when possible criminal action is 
indicated. 
 
Weapon & Firearms Possession 
Texas Penal Code section 46.03, prohibits firearms, illegal knives, clubs or any prohibited weapon on the 
physical premises of a school, any grounds or building on which an activity sponsored by a school is being 
conducted, or school transportation vehicle. Any violation of this policy by an ILTexas employee may result 
in immediate termination. To ensure the safety of all persons, employees who observe or suspect a violation 
of this prohibition should report it immediately to their supervisor. 
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PART 9: MISCELLANEOUS PROVISIONS 
 
Emergencies 
All employees should be familiar with the evacuation diagrams posted throughout the school. Fire, tornado, 
and other emergency drills will be conducted to familiarize employees and students with evacuation 
procedures. Fire extinguishers are located throughout all school buildings. Employees should know the 
location of these devices and how to use them. 
 
School Closures 
ILTexas may close because of bad weather or emergency conditions. When such conditions exist, the 
Superintendent will make the official decision concerning school closures. When it becomes necessary to 
open late or to release students early, local media will be informed and every effort will be made to contact 
all staff and students through the school’s emergency broadcast system. 
 
 
FERPA 
Student records are confidential and protected from unauthorized inspection or use. Employees with access 
to student information and/or performance data will consistently and uniformly maintain the privacy and 
confidentiality of this information in accordance with the Federal Educational Rights and Privacy Act 
(“FERPA”). 
 
HIPAA 
The Health Insurance Portability and Accountability Act of 1996 (“HIPAA”) established rules for 
protecting individual Personal Health Information (“PHI”). HIPAA provides individuals certain rights 
regarding their PHI, and requires employers and other individuals to adhere to restrictions on how PHI is 
disclosed. Every employee should respect the rights of others and only disclose PHI about themselves and 
others to those with a need to know. Disclosure of PHI without the written approval of the individual is a 
violation of federal law. 
 
HIV-AIDS and Other Life-Threatening Illnesses 
Individuals infected with HIV and individuals with life-threatening illnesses have the same rights and 
opportunities as other individuals. 
 
Employees are not required to reveal their HIV status to employers. All medical information that an HIV-
infected employee provides to medical or management personnel is confidential and private. ILTexas may 
not reveal this information without the employee’s knowledge and written consent, except as provided by 
law. 
 
Those with access to confidential information must maintain strict confidentiality and privacy, separating 
this information from employees’ personnel records. Individuals who fail to protect these rights commit a 
serious offense, which may be cause for litigation resulting in both civil and criminal penalties and may 
result in disciplinary action, up to and including termination. 
 
Employees who have concerns of a co-worker or student infected with HIV or a life-threatening illness 
should contact the Benefits Coordinator for appropriate information and reference materials. Employees do 
not have the right to refuse to work with someone who has HIV or AIDS or any disability. An employee 
who refuses to work with co-workers or students who have a disability shall be subject to disciplinary or 
corrective action, up to and including termination. 
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External Inquiries 
Employees should contact Finn Simmensen, ILTexas Legal Services Coordinator, regarding all employee 
related legal matters and external inquiries. This includes all inquiries, notices or other communication from 
attorneys, prospective employers or others regarding employees or former employees, whether verbal or 
written. It also includes, but is not limited to: 
 

• Any Charges of Discrimination that may come from the Equal Employment Opportunity 
Commission, Texas Human Rights Commission, or other agencies; 

• Any notice or indication of an audit by the U.S. Department of Labor or notification from the Texas 
Workforce Commission; 

• Any OSHA complaints or site visits by OSHA staff members. 
 
No response should be given to external inquiries or notifications except how to contact ILTexas Legal 
Services Coordinator. The Legal Services Coordinator should be notified as soon as possible. No employee 
other than ILTexas Legal Services Coordinator may be served with legal papers. Employees who become 
aware of the attempt to serve legal papers should advise the server of the appropriate agent of record for 
service of process and notify his or her supervisor and/or ILTexas Legal Services Coordinator as soon as 
possible. 
 
Key/Access Device Security 
Key and access device security is important because of the nature and value of property on campus. Each 
employee is responsible for keys issued and losses must be reported immediately. Keys or access devices 
may not be loaned or duplicated without approval from the campus Principal or supervisor. Employees are 
required to take all reasonable precautions with the keys issued, and all keys must be accounted for at all 
times. 
 
Personal Property 
ILTexas recognizes that employees may desire to display mementos pertaining to their families or bring 
other personal items to work. ILTexas takes no responsibility for the safekeeping of these items. However, 
should any such personal property be stolen, employees should report the incident to ILTexas. The 
following guidelines should be observed: 
 

• Safety comes first. No object can interfere with job safety as determined by the Principal. 
• Nothing can be displayed that is derogatory (in the opinion of the Principal) to any person or system 

of beliefs, or that is considered sexually offensive under the reasonable person standard. 
• Objects that are inappropriate (in the opinion of the Principal) or that hinder work efforts will not 

be allowed and must be removed upon request. 
 
School Property 
All employees are responsible for taking proper care of ILTexas owned property, including vehicles, 
buildings, furnishings, equipment, tools and supplies. School property must remain on the premises at all 
times unless approved in advance by the Principal or other appropriate administrator. Proper care and 
maintenance of school-owned vehicles is also required. 
 
The following applies to the usage of any ILTexas-owned vehicle: (1) all doors must be locked when the 
vehicle is unattended, (2) no unauthorized passengers or merchandise are allowed to be transported, (3) no 
unauthorized merchandise, and (4) no unauthorized stops may be made. 
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Employees must return all ILTexas-owned property that is in their possession or control in the event of 
termination of employment, resignation or layoff immediately upon request. 
 
School employees shall not use school public property for any purpose not described in the ILTexas open-
enrollment charter, except that employees may use local telephone service, school-issued cellular phones, 
electronic mail, Internet connections, and similar property for incidental personal use, if, as determined by 
school administration, such does not: 
 

• Result in any direct cost paid with state funds, or the charter holder is reimbursed by the employee 
within five business days for any direct cost incurred; 

• Impede charter school functions as determined by the school administration. 
 
Only incidental amounts of employee time, comparable to a five to seven-minute coffee break during each 
day, may be used for personal matters. This does not authorize incidental personal use of public property 
for private commercial purposes. Any such incidental use of public property is a privilege not a right, and 
ILTexas administration may remove or rescind such privilege from time to time on a case-by-case basis for 
any employee, or all employees. 
 
Use of Personal Vehicles 
Employees conducting ILTexas-related business in their personal vehicles are expected to be in compliance 
with all state laws related to vehicle insurance coverage requirements. If involved in an accident while on 
school-related business, personal vehicle insurance takes precedence. 
 
Visitors in the Workplace 
ILTexas requires all visitors to display a driver’s license or other form of picture ID that is issued by a 
governmental entity. This applies to family members of employees, friends, parents, social service workers, 
volunteers, Board members, guest speakers and other guests, maintenance and repair persons not employed 
by ILTexas, vendors, and representatives of news media, former students, and any other visitors. 
 
ILTexas may establish an electronic database for the purpose of storing information concerning school 
visitors. Such database may only be used for purposes of school security, and may not be sold or otherwise 
disseminated to a third party for any purpose. ILTexas may also verify whether any visitor to a campus is 
a sex offender registered with the computerized central database maintained by the Department of Public 
Safety, or any other database accessible by ILTexas. 
 
Visits to individual classrooms during instructional time shall be permitted only with the Principal’s 
approval, and such visits shall not be permitted if their duration or frequency interferes with the delivery of 
instruction or disrupts the normal school environment. 
 
Student Issues 
Non-Discrimination Statement 
ILTexas does not discriminate on the basis of race; religion; color; national origin; sex or gender; disability; 
academic, artistic, or athletic ability; sexual orientation; pregnancy; marital status; or the district the child 
would otherwise attend under state law or in providing educational services, activities, and programs, 
including vocational and career technology programs, in accordance with Title VI of the Civil Rights Act 
of 1964, as amended; Title IX of the Educational Amendments of 1972; and Section 504 of the 
Rehabilitation Act of 1973, as amended. 
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Administration of Medication 
Unless otherwise authorized or described below, school employees and volunteers are prohibited from 
administering medications to students, including vitamins and food supplements. Medication should be 
administered outside of school hours, if possible. If necessary, medication can be administered at school 
under the following circumstances: 
 

• Nonprescription medication brought to school must be submitted by a parent along with a written 
request. The medication must also be in the original and properly labeled container. 

• Prescription medications administered during school hours must be prescribed by a physician or 
advanced nurse practitioner (“ANP”) and filled by a pharmacist licensed in the State of Texas. 
Prescriptions ordered or filled in Mexico will not be accepted. 

• Prescription medications must be submitted in a labeled container showing the student’s name, 
name of the medication, reason the medication is being given, proper dosage amounts, the time the 
medication must be taken, and the method used to administer the medication. Medications sent in 
plastic bags or unlabeled containers will NOT be administered. 

• If the substance is herbal or a dietary supplement, it must be provided by the parent and will be 
administered only if required by the student’s Individualized Education Program (“IEP”) or Section 
504 plan for a student with disabilities. 

• Only the amount of medication needed should be delivered to the school, i.e., enough medication 
to last one day, one week, etc. In cases of prolonged need, send in the amount for a clearly specified 
period. Extra medication will not be sent home with the student. 

• In certain emergency situations, ILTexas may administer a nonprescription medication to a student, 
but only in accordance with the guidelines developed by the school’s medical advisor and when 
the parent has previously provided written consent for emergency treatment. 

 
Psychotropic Drugs and Psychiatric Evaluations or Examinations 
No ILTexas employee may: 
 

• Recommend that a student use a psychotropic drug; 
• Suggest any particular diagnosis; or 
• Preclude a student form attending class or participating in a school-related activity if the parent 

refuses to consent to the administration of a psychotropic drug to a student or to a psychiatric 
evaluation or examination of a student. 

 
“Psychotropic drug” means a substance that is used in the diagnosis, treatment, or prevention of a disease 
or as a component of a medication and intended to have an altering effect on perception, emotion, or 
behavior.  
 
Parent and Student Complaints 
In an effort to hear and resolve parent and student complaints in a timely manner and at the lowest 
administrative level possible, the Board has adopted orderly processes for handling parent and student 
complaints. Parents or students may obtain information on this process from the main office or the Principal. 
 
Student Conduct and Discipline 
Students are expected to follow all classroom and campus rules, and the rules listed in the Student Code of 
Conduct. Teachers and administrators are responsible for taking disciplinary action based on a range of 
discipline management strategies that have been adopted by ILTexas. Non-instructional employees with 
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concerns about a particular student’s conduct should contact the student’s classroom teacher or the 
Principal. 
 
Student Welfare: Child Abuse and Neglect Reporting 
Any ILTexas officer, employee, agent or volunteer who has cause to believe that a child’s physical or 
mental health or welfare has been adversely affected by abuse or neglect or other maltreatment by any 
person shall immediately make a report as required by law. 
 
If a professional (i.e., teachers, nurses, doctors, day-care employees, or other mandatory reporters) has cause 
to believe that a child has been or may be abused, maltreated or neglected, that person shall make a report 
within 48 hours after the person first suspects the abuse or neglect. The person may not delegate to or rely 
on another individual to make the report. 
 
If the suspected abuse or neglect involves a person responsible for the custody, care or welfare of the child, 
the report must generally be made to the Texas Department of Family and Protective Services (“DFPS”). 
All other reports should be made to any local or state law enforcement agency, the DFPS, the Texas 
Education Agency (if the abuse or neglect occurred at school), another state agency near where the abuse 
occurred, or any agency designated by a court as responsible for the protection of children. 
 
A report should reflect the reporter’s belief that a child has been or may be abused or neglected or has died 
of abuse or neglect. The reporter shall identify the following information, if known: 
 

• The name and address of the child; 
• The name and address of the person responsible for the care, custody, or welfare of the child; and 
• Any other pertinent information concerning the alleged or suspected abuse or neglect. 

 
All reports of abuse shall be reported to the Principal or designee contemporaneous to the report mandated 
by law. 
 
Any person who makes such a report, or assists in the investigation of a report of child abuse or neglect in 
good faith, is immune from any criminal or civil liability that might otherwise be incurred or imposed. 
Authorized officials from the above agencies shall be permitted to conduct the required interview with the 
child at the school with or without the consent of the parent or guardian. ILTexas will fully cooperate with 
all official investigations of abuse or neglect. 
 
ILTexas or its agents may not suspend or terminate the employment of, or otherwise discriminate against, 
a professional employee who, in good faith: 
 

• Reports child abuse or neglect to: 
o The employee’s supervisor, 
o An administrator of the facility where the employee works, 
o A state regulatory agency, or 
o A law enforcement agency; or 

• Initiates or cooperates with a governmental investigation or proceeding relating to an allegation of 
child abuse or neglect. 

 
A person who reports his or her own abuse or neglect of a child or who acts in bad faith or with malicious 
purpose in reporting alleged child abuse or neglect may be subject to criminal prosecution. 
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The toll free number for the Texas Child Abuse Hotline is 1-800-252-5400. 
 
In addition to the duty to report described above, a person or professional shall make a report if he or she 
has cause to believe that an adult was a victim of abuse or neglect as a child and the person or professional 
determines in good faith that disclosure of the information is necessary to protect the health and safety of 
another child. Such a report must be made within 48 hours, and the duty to make a report cannot be 
delegated. 
 
Employee Training 
ILTexas shall provide training for all new and existing employees on awareness of issues regarding sexual 
abuse and other maltreatment of children, including prevention techniques for and recognition of sexual 
abuse and all other maltreatment of children. 
 
Bullying 
All employees are required to report student complaints of bullying to the Principal or other appropriate 
administrator. Bullying means a single significant act or a pattern of acts by one or more students directed 
at another student that exploits an imbalance of power and involves engaging in written or verbal 
expression, expression through electronic means, or physical conduct that (1) has the effect or will have the 
effect of physically harming a student, damaging a student’s property, or placing a student in reasonable 
fear of harm to the student’s person or of damage to the student’s property, (2) is sufficiently severe, 
persistent, or pervasive enough that the action or threat creates an intimidating, threatening, or abusive 
educational environment for a student, (3) materially and substantially disrupts the educational process or 
the orderly operation of a classroom or school, or (4) infringes on the rights of the victim at school. The 
definition of bullying includes “cyberbullying.” Cyberbullying means bullying that is done through the use 
of any electronic communication device, including through the use of a cellular or other type of telephone, 
a computer, a camera, electronic mail, instant messaging, text messaging, a social media application, an 
Internet website, or any other Internet-based communication tool. 
 
Employees who observe students engaged in bullying, or who suspect that a student has engaged in or is 
the victim of bullying, must report the fact or suspicion to the Principal or other appropriate administrator. 
The Principal, or other appropriate administrator, shall conduct an investigation into the allegations. 
 
The Principal, or the Principal’s designee, may make a report to the local police department (or if the school 
is not in a municipality to the county sheriff) if, after an investigation is completed, the Principal has 
reasonable grounds to believe that a student engaged in conduct that constitutes the offense of Assault, as 
defined in Section 22.01 of the Texas Penal Code, or Harassment, as defined in Section 42.07 of the Texas 
Penal Code. 
 
The Bullying Report Form is attached to this Handbook in the Appendix. 
 
Student Attendance 
Teachers and staff should be familiar with the school’s policies and procedures for attendance accounting. 
Contact the Principal for additional information. 
 
Student Transportation 
Except in limited emergency situations, ILTexas employees are not authorized to transport students in the 
employee’s personal automobile. 
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Student Welfare: Computer Technician Reports of Child Pornography 
Any computer technician employed by ILTexas who, in the course and scope of employment or business 
with ILTexas, views an image on a computer that is or appears to be child pornography must immediately 
report the discovery to a local or state law enforcement agency or the Cyber Tipline at the National Center 
for Missing and Exploited Children. The report must include the name and address of the owner or person 
claiming a right to possession of the computer, if known, and as permitted by federal law. 
 
Except in a case of willful or wanton misconduct, a computer technician may not be civilly liable for 
reporting or failing to report the discovery of an image. A computer technician who intentionally fails to 
report an image may be subject to criminal prosecution. 
 

 
 

PART 10: EMPLOYEE ACCEPTABLE USE POLICY 
 
Technology Mission Statement 
ILTexas is committed to utilizing the maximum potential of technology to enhance student learning and 
increase employee effectiveness by providing technology-related experiences. Recognizing the ever-
changing influences of technology on all aspects of our lives, ILTexas is dedicated to providing an 
integrated technological curriculum for all students and staff members. Students will have access to the 
technology necessary to produce, manage, communicate and retrieve information in an efficient manner for 
educational use. In the attainment of both present and future goals, ILTexas will provide a continually 
evolving staff development program oriented toward the integration of technology in areas of curriculum. 
 
Instructional Resource 
ILTexas is proud to bring network and Internet access to school employees and students, and believes the 
Internet offers many diverse and unique resources to both students and staff. ILTexas’ goal in providing 
this service to staff and students is to promote educational excellence in schools by facilitating resource 
sharing, innovative teaching, and communication skills. 
 
Students and staff have access to numerous research oriented and instructional resources via the Internet. 
On-line encyclopedias, professional journals, and databases filled with timely information on thousands of 
topics are just a few of the resources provided. On-campus computers have the technology necessary to 
support student research and to promote academic achievement. 
 
Student Safety 
ILTexas is aware that resources that are inappropriate or not designed for use in the educational setting may 
be accessed on the Internet. To protect students and staff from such inappropriate material, ILTexas’ 
Internet access is filtered with one of the highest-rated Internet filtering systems available. However, users 
must recognize that it is impossible for the school to restrict access to all controversial material and 
individuals must be responsible for their own actions in navigating the network. 
 
Purpose 
The purpose of this policy is to ensure school-level compliance with all procedures and regulations 
regarding the local area network and Internet usage. All students, parents, teachers, administrators and 
school employees who obtain their Internet access through the school are expected to use these services 
appropriately. 
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User Responsibilities 
The use of the Internet is a privilege. Abusive conduct will lead to the privilege being revoked. ILTexas is 
providing Internet resources for educational purposes only. Employee use of Internet resources must be 
related to an expressed educational and/or administrative goal or objective. 
 

1. The use of ILTexas’ Internet and computer network must be in support of educational goals, 
research, and class assignments and be consistent with the educational objectives of the school. 

2. Users must have a valid, authorized account to access the network, and use only those computer 
resources that are authorized. Accounts may be used only in accordance with authorized purposes. 

3. Individual accounts may be used only by the owner of the account except where specifically 
authorized by the school administration. In the case of class accounts, all use must be under the 
supervision of the sponsoring teacher/supervisor. 

4. The user is responsible for safeguarding the computer account. Users are expected to protect access 
to accounts by periodically changing the password and keeping it confidential. They must respect 
the privacy of others by not tampering with their files, passwords or accounts. 

 
Policy – Terms and Conditions 
Acceptable Use 
Users are to properly use school network resources for educational and/or administrative purposes. 
Respectful and responsible network etiquette and behavior should be in keeping with the school’s mission 
statement. Employees are expressly prohibited from accessing obscene, profane, vulgar, or pornographic 
sites or materials. 
 
Monitored Use 
Electronic mail transmissions and other use of the electronic communications system by students and 
employees shall not be considered confidential and may be monitored at any time by designated school 
staff to ensure appropriate use for educational or administrative purposes. Forgery or attempted forgery of 
electronic mail messages is prohibited. Only the school’s authorized technology designee may read, delete, 
copy or modify the electronic mail of other system users. 
 
Vandalism 
Vandalism is defined as any malicious attempt to harm, disrupt or destroy data of another user of the 
school’s network or any other agencies or networks that are connected to the Internet. This includes, but is 
not limited to, the uploading or creating of computer viruses. Any of these actions may be viewed as 
violations of ILTexas policy, administrative regulations and, possibly, as criminal activity under applicable 
state and federal laws. Users must respect the privacy of other users, and will not intentionally seek 
information on, obtain copies of, or modify any file, data, or password belonging to another user, or 
represent themselves as another user unless explicitly authorized. Deliberate attempts to degrade or disrupt 
system performance and/or degrade, disrupt or bypass system security are violations of ILTexas policy and 
administrative regulations, and may constitute criminal activity under applicable laws. 
 
Any prohibited behavior under this policy will result in the cancellation of technology privileges. ILTexas 
will, in accordance with school policy, cooperate with local, state, or federal officials in any investigation 
concerning or relating to misuse of the school’s network. 
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Network Etiquette 
Each network user is expected to: 
 

• Be polite (i.e., an all-caps message implies shouting); 
• Use appropriate language; 
• Refrain from any activity that may be considered “cyber bullying,” including but not limited to 

threats of violence, extortion, obscene or harassing messages, harassment, stalking, child 
pornography, and sexual exploitation; 

• Maintain confidentiality of the user, colleagues, and students; 
• Respect copyright laws; and 
• Be respectful in all aspects of network use. 

 
Consequences 
The guidelines for appropriate use are applicable to all use of school computers and refer to all information 
resources, whether individually controlled, shared, stand alone, or networked. Disciplinary action for 
students, staff, and other users shall be consistent with ILTexas policy and administrative regulation. 
Violations may result in: 
 

• Suspension of access to school computers and network resources; 
• Revocation of access privileges or user accounts; or 
• Other school disciplinary or legal action, up to and including termination, in accordance with school 

policies and applicable laws. 
 
Specific disciplinary measures will be determined on a case-by-case basis. 
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APPENDIX – FORMS 
 
 
 
 
 
 
 
 
 

Remainder of Page Left Intentionally Blank 
 
 
 
  

145 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM



 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
83 

Authorization for Background Check 
 

Texas Education Code § 22.083 authorizes an open-enrollment charter school to obtain 
the criminal history record of every applicant for employment or volunteer services with 
the school. Therefore, as part of your application process, please read and sign this form 
in the space provided below. Your written authorization is necessary for completion of the 
application process. 

 
I,      , hereby authorize ILTexas to investigate my background and 
qualifications for purposes of evaluating whether I am qualified for the position for which I am applying. 
I understand that ILTexas will utilize an outside firm or firms to assist it in checking such information, and 
I specifically authorize such an investigation by information services and outside entities of its choice. I also 
understand that I may withhold my permission and that in such a case, no investigation will be done, and 
my application for employment will not be processed further. 
 
I understand that ILTexas is authorized to use any source including, but not limited to, consumer reporting 
agencies, private investigators, and law enforcement agencies. Furthermore, I authorize any of these 
agencies to release information to me or to ILTexas or ILTexas’ agent(s). 
 
I also hereby acknowledge that I have received a notice that a report may be obtained for employment 
purposes if applicable. I understand that the information I am providing about age, sex, and ethnicity will 
not be used to determine my eligibility for employment or volunteer services, but will be used solely for 
the purpose of obtaining consumer information, including criminal history information. I further understand 
that information from my consumer report will not be used in violation of applicable Federal or State equal 
employment opportunity laws. 
 
 
             
Employee Signature      Date 
 
 
        
Employee’s Name – Printed 
 
 
 

Complete Background Check Form on Next Page 
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International Leadership of Texas  
2018–2019 Criminal History Background Check Form 

 
Last Name:  

Maiden and/or Other Name:  

First Name:  

Middle Name:  

Driver’s License Number:  

State Issuing Driver’s License:  

Date of Birth (example 01/23/45):  

Social Security Number:  

Sex:  

Race:  

Current Street Address:  

City:  

State:  

Zip:  

 
List Where You Have Lived or Worked in the Last Five Years 

 
City/Town County State From To 
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Disclosure and Authorization for Consumer Reporting Agency Reports 
 
ILTexas may request background information about an employee from a consumer-reporting agency in 
connection with his/her employment application and for employment purposes. This information may be 
obtained in the form of consumer reports and/or investigative consumer reports. These reports may be 
obtained at any time after receipt of your authorization. 
 
The reports may contain information bearing on an employee’s character, general reputation, personal 
characteristics, mode of living, and credit standing. The types of information that may be obtained include, 
but are not limited to the following: 
 

• Social Security Number 
• Criminal Records Checks 
• Public Court Records Checks 
• Driving Records Checks 
• Licensing and Certification Records Checks 
• Sex Offender Registration 

 
A summary of an employee’s rights under the Fair Credit Reporting Act has been provided to all employees. 
Employees may request more information about the nature and scope of any investigative consumer reports 
by contacting the Human Resources Department. 
 
I have carefully read and understand this Disclosure and Authorization form and the attached summary of 
rights under the Fair Credit Reporting Act. By my signature below, I consent to the release of consumer 
reports and investigative consumer reports. I understand this information will be used to determine my 
eligibility for employment with ILTexas. 
 
 
 
            
Employee Signature      Date 
 
 
 
Employee’s Name – Printed 
 
 

Summary of Your Rights under the Fair Credit Reporting Act on Next Page 
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A Summary of Your Rights Under the Fair Credit Reporting Act 
 
The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information 
in the files of consumer reporting agencies. There are many types of consumer reporting agencies, including 
credit bureaus and specialty agencies (such as agencies that sell information about check writing histories, 
medical records, and rental history records). Below is a summary of your major rights under the FCRA. 
For more information, including information about additional rights, go to www.ftc.gov/credit or 
write to: Consumer Response Center, Room 130-A, Federal Trade Commission, 600 Pennsylvania 
Ave. N.W., Washington, D.C. 20580. 
 

• You must be told if information in your file has been used against you. Anyone who uses a 
credit report or another type of consumer report to deny your application for credit, insurance, or 
employment – or to take another adverse action against you – must tell you, and must give you the 
name, address, and phone number of the agency that provided the information. 

• You have the right to know what is in your file. You may request and obtain all the information 
about you in the files of a consumer-reporting agency (your “file disclosure”). You will be required 
to provide proper identification, which may include your Social Security number. In many cases, 
the disclosure will be free. You are entitled to a free file disclosure if: 
o a person has taken adverse action against you because of information in your credit report; 
o you are the victim of identity theft and place a fraud alert in your file; 
o your file contains inaccurate information as a result of fraud; 
o you are on public assistance; 
o you are unemployed but expect to apply for employment within 60 days. 
o In addition, by September 2005 all consumers will be entitled to one free disclosure every 

12 months upon request from each nationwide credit bureau and from nationwide specialty 
consumer reporting agencies. See www.ftc.gov/credit for additional information. 

• You have the right to ask for a credit score. Credit scores are numerical summaries of your 
credit-worthiness based on information from credit bureaus. You may request a credit score from 
consumer reporting agencies that create scores or distribute scores used in residential real property 
loans, but you will have to pay for it. In some mortgage transactions, you will receive credit score 
information for free from the mortgage lender. 

• You have the right to dispute incomplete or inaccurate information. If you identify information 
in your file that is incomplete or inaccurate, and report it to the consumer-reporting agency, the 
agency must investigate unless your dispute is frivolous. See www.ftc.gov/credit for an explanation 
of dispute procedures. 

• Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable 
information. Inaccurate, incomplete or unverifiable information must be removed or corrected, 
usually within 30 days. However, a consumer reporting agency may continue to report information 
it has verified as accurate. 

• Access to your file is limited. A consumer-reporting agency may provide information about you 
only to people with a valid need – usually to consider an application with a creditor, insurer, 
employer, landlord, or other business. The FCRA specifies those with a valid need for access. 

• You must give your consent for reports to be provided to employers. A consumer-reporting 
agency may not give out information about you to your employer, or a potential employer, without 
your written consent given to the employer. Written consent generally is not required in the trucking 
industry. For more information, go to www.ftc.gov/credit.  
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• You may limit “prescreened” offers of credit and insurance you get based on information in 
your credit report. Unsolicited “prescreened” offers for credit and insurance must include a toll-
free phone number you can call if you choose to remove your name and address from the lists these 
offers are based on. You may opt-out with the nationwide credit bureaus at 1-888-5-OPTOUT (1-
888-567-8688). 

• You may seek damages from violators. If a consumer reporting agency, or, in some cases, a user 
of consumer reports or a furnisher of information to a consumer reporting agency violates the 
FCRA, you may be able to sue in state or federal court. 

• Identity theft victims and active duty military personnel have additional rights. For more 
information, visit www.ftc.gov/credit. 

 
States may enforce the FCRA, and many states have their own consumer reporting laws. In some cases, 
you may have more rights under state law. For more information, contact your state or local consumer 
protection agency or your state Attorney General. Federal enforcers are: 
 
TYPE OF BUSINESS: CONTACT: 
Consumer reporting agencies, creditors and others 
not listed below 

Federal Trade Commission: Consumer Response 
Center – FCRA, Washington, DC 20580 
Tel: 1-877-382-4357 

National banks, federal branches/agencies of foreign 
banks (word “National” or initials “N.A.” appear in 
or after bank's name) 

Office of the Comptroller of the Currency 
Compliance Management, Mail Stop 6-6 
Washington, DC 20219 
Tel: 1-800-613-6743 

Federal Reserve System member banks (except 
national banks, and federal branches/agencies of 
foreign banks) 

Federal Reserve Consumer Help (FRCH)  
P. O. Box 1200 
Minneapolis, MN 55480 
Tel: 1-888-851-1920 
Website Address: 
www.federalreserveconsumerhelp.gov 
E-mail Address: 
ConsumerHelp@FederalReserve.gov 

Savings associations and federally chartered savings 
banks (word “Federal” or initials “F.S.B.” appear in 
federal institution's name) 

Office of Thrift Supervision Consumer 
Complaints 
Washington, DC 20552 
Tel: 1-800-842-6929 

Federal credit unions (words “Federal Credit 
Union” appear in institution’s name) 

National Credit Union Administration 
1775 Duke Street Alexandria, VA 22314 
Tel: 1-703-519-4600 
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State-chartered banks that are not members of the Federal Deposit Insurance Corporation 
Federal Reserve System Consumer Response Center, 2345 Grand 

 Avenue, Suite 100 
 Kansas City, Missouri 64108-2638 
 Tel: 1-877-275-3342 

Air, surface, or rail common carriers regulated by 
former Civil Aeronautics Board or Interstate 
Commerce Commission 

Department of Transportation, Office of Financial 
Management Washington, DC 20590 Tel: 1-202-
366-1306 

Activities subject to the Packers and Stockyards Department of Agriculture Office of Deputy 
Act, 1921 Administrator - GIPSA 

 Washington, DC 20250 
 Tel: 1-202-720-7051 
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Authorization for Prior Employer to Release Information 
 

(Please read the following statements, sign below and return to Human Resources) 
 
I,     , hereby authorize my prior employer,     , to 
release any and all information relating to my employment with them to ILTexas. I further release and hold 
harmless both ILTexas and my prior employer, from any and all liability that may potentially result from 
the release and/or use of such information. I understand that any information released by my prior employer 
will be held in strictest confidence, that it will be viewed only by those involved in the hiring decision, and 
that neither I nor anyone else not so involved will have the right to see the information. 
 
 
 
           
Employee Signature     Date 
 
 
       
Employee’s Name – Printed 
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Drug and/or Alcohol Testing Consent Form and Policy Acknowledgment Form 
 
I hereby agree, upon a request made under the drug/alcohol testing policy of ILTexas, to submit to a drug or 
alcohol test and to furnish a sample of my urine, breath, and/or blood for analysis. I understand and agree that if 
I at any time refuse to submit to a drug or alcohol test under any ILTexas policy, or if I otherwise fail to cooperate 
with the testing procedures, I will be subject to immediate termination. I further authorize and give full 
permission to have ILTexas and/or its physician send the specimen or specimens so collected to a laboratory for 
a screening test for the presence of any prohibited substances under the policy, and for the laboratory or other 
testing facility to release any and all documentation relating to such test to ILTexas and/or to any governmental 
entity involved in a legal proceeding or investigation connected with the test. Finally, I authorize to disclose any 
documentation relating to such test to any governmental entity involved in a legal proceeding or investigation 
connected with the test. 
 
I understand that only duly-authorized ILTexas officers, employees, and agents will have access to information 
furnished or obtained in connection with the test; that they will maintain and protect the confidentiality of such 
information to the greatest extent possible; and that they will share such information only to the extent necessary 
to make employment decisions and to respond to inquiries or notices from government entities. 
 
I will hold harmless ILTexas, its physician, and any testing laboratory that it might use, meaning that I will not 
sue or hold responsible such parties for any alleged harm to me that might result from such testing, including 
loss of employment or any other kind of adverse job action that might arise as a result of the drug or alcohol test, 
even if an ILTexas or laboratory representative makes an error in the administration or analysis of the test or the 
reporting of the results. I will further hold harmless ILTexas, its company physician, and any testing laboratory 
that it might use for any alleged harm to me that might result from the release or use of information or 
documentation relating to the drug or alcohol test, as long as the release or use of the information is within the 
scope of this policy and the procedures as explained in the paragraph above. 
 
I have had an opportunity to read the Drug-Free Workplace Policy included in ILTexas Employee Handbook, 
and I understand that I may ask my supervisor or Human Resource Department any questions I might have 
concerning the policy. I accept the terms of the Drug-Free Workplace Policy. I also understand that it is my 
responsibility to comply with the Drug-Free Workplace Policy, and any revisions made to it. I further agree that 
if I remain with ILTexas following any modifications to the policy, I thereby accept and agree to such changes. 
 
This policy and authorization have been explained to me in a language I understand, and I have been told that if 
I have any questions about the test or the policy, they will be answered. 
 
I UNDERSTAND THAT ILTEXAS WILL REQUIRE A DRUG SCREEN TEST UNDER THIS POLICY 
WHENEVER I AM INVOLVED IN AN ON-THE-JOB ACCIDENT OR INJURY UNDER 
CIRCUMSTANCES THAT SUGGEST POSSIBLE INVOLVEMENT OR INFLUENCE OF DRUGS OR 
ALCOHOL. 
 
 
           
Employee Signature     Date 
 
 
       
Employee’s Name – Printed 
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Searches 
 
ILTexas reserves the right to conduct searches to monitor compliance with rules concerning safety of 
employees, security of company and individual property, drugs and alcohol, and possession of other 
prohibited items. “Prohibited items” include illegal drugs, alcoholic beverages, prescription drugs or 
medications not used or possessed in compliance with a current valid prescription, weapons, any items of 
an obscene, harassing, demeaning, or violent nature, and any property in the possession or control of an 
employee who does not have authorization from the owner of such property to possess or control the 
property. “Control” means knowing where a particular item is, having placed an item where it is currently 
located, or having any influence over its continued placement. In addition to ILTexas’ premises, ILTexas 
may search employees, their work areas, lockers, and personal vehicles if driven or parked on company 
property, and other personal items such as bags, purses, briefcases, backpacks, lunch boxes, and other 
containers. In requesting a search, ILTexas is by no means accusing anyone of theft, some other crime, or 
any other variety of improper conduct. 
 
There is no general or specific expectation of privacy in ILTexas’ workplace, either on school premises, or 
while on duty. In general, employees should assume that what they do while on duty or on school premises 
is not private. All employees and all of the areas listed above are subject to search at any time; if an 
employee uses a locker or other storage area at work, including a locking desk drawer or locking cabinet, 
ILTexas will either furnish the lock and keep a copy of the key or combination, or else allow the employee 
to furnish a personal lock, but the employee must give ILTexas a copy of the key or combination. The areas 
in question may be searched at any time, with or without the employee being present. As a general rule, 
with the exception of items relating to personal hygiene or health, no employee should ever bring anything 
to work or store anything at work that he/she would not be prepared to show and possibly turn over to 
ILTexas officials and/or law enforcement authorities. 
 
All employees of ILTexas are subject to this policy. However, any given search may be restricted to one or 
more specific individuals, depending upon the situation. Searches may be done on a random basis or based 
upon reasonable suspicion. “Reasonable suspicion” means circumstances suggesting to a reasonable person 
that there is a possibility that one or more individuals may be in possession of a prohibited item as defined 
above. Any search under this policy will be done in a manner protecting employee privacy, confidentiality, 
and personal dignity to the greatest extent possible. ILTexas will respond severely to any unauthorized 
release of information concerning individual employees. 
 
No employee will ever be physically forced to submit to a search. However, an employee who refuses to 
submit to a search request by ILTexas will face disciplinary action, up to and possibly including immediate 
termination of employment. 
 
IN ACCORDANCE WITH ILTEXAS POLICY REGARDING SEARCHES, I UNDERSTAND 
THAT ALL DESKS, STORAGE AREAS, LOCKERS, AND ALL VEHICLES OWNED, 
FINANCED, OR LEASED BY ILTEXAS, OR USED BY IT TO TRANSPORT EMPLOYEES, 
GOODS, AND/OR PRODUCTS ARE SUBJECT TO SEARCH AT ANY TIME WITHOUT MY 
KNOWLEDGE, PRESENCE, OR PERMISSION. WITH THE EXCEPTION OF MY PERSONAL 
VEHICLE, I UNDERSTAND I AM PROHIBITED FROM LOCKING OR OTHERWISE 
SECURING ANY SUCH DESK, STORAGE AREA, LOCKER, OR VEHICLE WITH ANY LOCK 
OR LOCKING DEVICE NOT SUPPLIED OR APPROVED BY ILTEXAS. IF I USE MY OWN 
LOCK ON ANY SUCH ITEM, I AGREE TO GIVE MY SUPERVISOR A COPY OF THE KEY OR 
COMBINATION TO THE LOCK SO THAT [ILTEXAS MAY OPEN THE LOCK AT ANY TIME 
THAT IT MAY DEEM SUCH ACTION NECESSARY. IN THE EVENT THAT A SEARCH OF 
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MY PERSONAL VEHICLE BECOMES NECESSARY, I AGREE TO ALLOW PERSONNEL 
DESIGNATED BY ILTEXAS TO CONDUCT SUCH A SEARCH AT ANY TIME ILTEXAS MAY 
DIRECT DURING MY DUTY SHIFT. 
 
I FURTHER UNDERSTAND THAT IN ORDER TO PROMOTE THE SAFETY OF EMPLOYEES 
AND VISITORS OF ILTEXAS, AS WELL AS THE SECURITY OF THE FACILITIES AND 
RESIDENTS OF THE FACILITIES WHERE ILTEXAS IS LOCATED, ILTEXAS MAY 
CONDUCT VIDEO SURVEILLANCE OF ANY PORTION OF ITS PREMISES AND 
OPERATIONS AT ANY TIME, THE ONLY EXCEPTION BEING PRIVATE AREAS OF 
RESTROOMS, SHOWERS, AND DRESSING ROOMS, AND THAT VIDEO CAMERAS WILL 
BE POSITIONED IN APPROPRIATE PLACES WITHIN AND AROUND THE FACILITIES AND 
USED IN ORDER TO HELP PROMOTE THE SAFETY AND SECURITY OF PEOPLE AND 
PROPERTY. I HEREBY GIVE MY CONSENT TO SUCH VIDEO SURVEILLANCE AT ANY 
TIME ILTEXAS MAY CHOOSE. 
 
I HEREBY RELEASE ILTEXAS FROM ALL LIABILITY, INCLUDING LIABILITY FOR 
NEGLIGENCE, ASSOCIATED WITH THE ENFORCEMENT OF THESE POLICIES AND/OR 
ANY SEARCHES OR SURVEILLANCE UNDERTAKEN PURSUANT TO THESE POLICIES. 
 
 
           
Employee Signature     Date 
 
 
       
Employee’s Name – Printed 
 
 
           
International Leadership of Texas Representative Date 
 
 
  

155 of 169Powered by BoardOnTrack

International American Education Federation, Inc., d/b/a International Leadership of Texas - August 15, 2018 Regular Meeting - Agenda - Wednesday August 15, 2018 at 6:15 PM



 
Employee Handbook: Policies, Procedures, and Practices 2018–2019  
93 

Wage Deduction Authorization Agreement 
 
I understand and agree that my employer, ILTexas, may deduct money from my pay from time to time for 
reasons that fall into the following categories: 
 

1. My share of the premiums for ILTexas’ group medical/dental plan; 
2. Any contributions I may make into a retirement or pension plan sponsored, controlled, or managed 

by ILTexas; 
3. Installment payments on loans or wage advances given to me by ILTexas, and if there is a balance 

remaining when I leave ILTexas, the balance of such loans or advances; 
4. Installment payments on loans based upon store credit that I use for my own personal purchases, 

including the value of merchandise or services that I purchase or have purchased for personal, non-
business reasons using my employee charge account or credit card, an account or credit card 
assigned to another employee, or a general company account or credit card, regardless of whether 
such purchase was authorized, and if there is a balance remaining when I leave ILTexas, the balance 
of such store credit or charges; 

5. If I receive an overpayment of wages for any reason, repayment to ILTexas of such overpayments 
(the deduction for such a repayment will equal the entire amount of the overpayment, unless 
ILTexas and I agree in writing to a series of smaller deductions in specified amounts); 

6. The cost of personal long-distance calls I may make on ILTexas-owned phones or on its accounts, 
of personal faxes sent by me using ILTexas-owned equipment or its accounts, or of non-work 
related access to the Internet or other computer networks by me using ILTexas-owned equipment 
or its accounts; 

7. The cost of repairing or replacing any of ILTexas’ supplies, materials, equipment, money, or other 
property that I may damage (other than normal wear and tear), lose, fail to return, or take without 
appropriate authorization from ILTexas during my employment (except in the case of 
misappropriation of money by me, I understand that no such deduction will take my pay below 
minimum wage, or if I am a salaried exempt employee, reduce my salary below the federal FLSA 
minimum salary-basis amount); 

8. The cost of any uniforms required in my employment with ILTexas, and of cleaning such uniforms; 
9. The reasonable cost or fair value, whichever is less, of meals, lodging, and other facilities furnished 

to me by ILTexas in connection with my employment; 
10. Administrative fees in connection with court-ordered garnishments or legally-required wage 

attachments of my pay, limited in extent to the amount or amounts allowed under applicable laws; 
11. If I take paid vacation or sick leave in advance of the date I would normally be entitled to it and I 

separate from ILTexas before accruing time to cover such advance leave, the value of such leave 
taken in advance that is not so covered; 

12. The value of any time off for absences to which paid leave is not applied (non-exempt salaried 
employees will have all such unpaid leave deducted from their salary, while exempt salaried 
employees will experience salary reductions only in units of a full day or week at a time, depending 
upon the exact nature of the absence, unless partial-day deductions are specifically allowed under 
federal law); 

13. If ILTexas pays any insurance premiums or retirement system contributions (“payments”) on my 
behalf that I would normally make under any applicable benefit plan offered by ILTexas during my 
employment, the amount of such payments made by ILTexas, such payments being an advance of 
future wages payable to me; 
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14. If I do not report for duty on the first or last day of school, the day before or after a holiday, or a 
state testing day, without prior approval from my Supervisor/Principal, I am subject to salary 
reduction for all days missed, to the extent allowed by law; and 

15. Unauthorized use of ILTexas credit or debit card. 
 
I agree that ILTexas may deduct money from my pay under the above circumstances, or if any of the above 
situations occur. I further understand that ILTexas has stated its intention to abide by all applicable federal 
and Texas wage and hour laws, and that if I believe that any such law has not been followed, I have the 
right to file a wage claim with appropriate Texas and federal agencies. 
 
 
           
Employee Signature     Date 
 
 
       
Employee’s Name – Printed 
 
 
           
International Leadership of Texas Representative Date 
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Wage Overpayment/Underpayment Policy 
 
ILTexas takes all reasonable steps to ensure that employees receive the correct amount of pay in each 
paycheck, and that employees are paid promptly on the scheduled paydays. 
 
In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the 
discrepancy to the attention of the Supervisor, and/or Payroll Manager so that corrections can be made as 
quickly as possible. If the employee has been underpaid, ILTexas will pay the employee the difference as 
soon as possible. If the employee has been paid in excess of what he/she has earned, the employee will need 
to return the overpayment to ILTexas as soon as possible. No employee is entitled to retain any pay in 
excess of the amount he/she has earned according to the agreed-upon rate of pay. If a wage overpayment 
occurs, the overpayment will be regarded as an advance of future wages payable and will be deducted in 
whole or in part from the next available paycheck(s) until the overpaid amount has been fully repaid. Each 
employee will be expected to sign a wage deduction authorization agreement authorizing such a deduction. 
 
I understand this policy and agree to its terms. 
 
 
           
Employee Signature     Date 
 
 
       
Employee’s Name – Printed 
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Texas Government Code § 552.024: 
Public Access Option Form 

 
The Public Information Act allows employees, public officials and former employees and officials to elect 
whether to keep certain information about them confidential. Unless you choose to keep it confidential, the 
following information about you may be subject to public release if requested under the Texas Public 
Information Act. Therefore, please indicate whether you wish to allow public release of the following 
information.  
 

 PUBLIC ACCESS? 
 NO YES 
Home Address   
Home Telephone Number   
Social Security Number   
Emergency Contact Information   
Information that reveals whether you have family members   

 
 
           
Employee Signature     Date 
 
 
       
Employee’s Name – Printed 
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Sick Leave Pool Donation Form 
 
 
              
Employee Name (please print)      Employee ID Number 
 
 
              
Department     FT/PT   Regular Hours/WK 
 
Initial Enrollment    I DECLINE to donate to the sick leave pool 
 
 
      
Number of Days of Sick Leave   
Donated (Minimum 1 day, Maximum 5 days) 
 
 
      
Equivalent Number of Hours Donated 
Sick leave must be donated in full-day increments 
(based on FT/PT status and the number of regular hours worked per week) 
 
For example:   Full-time 40 hours/week: 1 day = 8.0 hours 
   Full-time 30 hours/week: 1 day = 6.0 hours 
 
 
I understand in order to make a withdrawal from the sick leave pool, I must be a member. Membership is 
established by donating at least one sick day based on the guidelines of the Sick Leave Pool Program located 
at: www.iltexas.org-human resources 

INITIALS    
 
 
 
           
Employee Signature     Date 
 
 
 
 
 

FAX TO 972-479-9129 OR EMAIL COMPLETED FORM 
TO HUMAN RESOURCES at hr@iltexas.org 

Thank you for your donation. 
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Bullying Report Form 
 

Note to Person Reporting: This form will be confidentially maintained in accordance with the Family Educational 
Rights and Privacy Act (“FERPA”), and generally will not be shared with anyone except those working to 
investigate or respond to the report. You ARE NOT required to provide your name when completing this form. 
 
Please return completed forms to the front office. Anonymous forms may be placed in a sealed envelope with 
directions to provide the envelope to the Principal. 

Name of Person Submitting Report (NOT REQUIRED): Grade: 

Name of Potential Victim: Grade: 

Name of Potential Bully: Grade: 

Date of Incident: Time: Location 

 
 

What Happened? 

Describe what happened: 

Please tell us if physical 
force or threats were used, 
or if cyberbullying was 
involved. 

Please describe: 

What did the potential 
victim do? 

 

Was anyone else 
involved? If so, who? 

 

Were there any witnesses? 
If so, who? 

 

How often has this 
happened? 

 

Describe what happened 
immediately before the 
incident? 

 

You may attach 
documentation to this 
report. 
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BOARD RESOLUTION AMENDING THE OPEN-ENROLLMENT CHARTER OF 
INTERNATIONAL AMERICAN EDUCATION FEDERATION, INC. 

WHEREAS, the Board of Directors of International American Education Federation, Inc., charter 
holder of International Leadership of Texas, desires to amend its Open-Enrollment Charter; more 
particularly, to change certain data pertaining to campuses numbered 057848-030 and 057848-
031; specifically: 

CAMPUS NUMBERS 030 and 031: 
Relocate campus numbers 057848-030 and -031, ILTexas College Station ES and MS, as follows: 

• From:   1700 GRAHAM RD COLLEGE STATION TX 77845 
• To:   3610 LONGMIRE DR COLLEGE STATION TX 77845 

WHEREAS, 19 Texas Administrative Code §100.1033(a) states that a Charter “may be revised 
with the consent of the charter holder by written amendment approved by the Commissioner of 
Education …;” and 

WHEREAS, 19 Texas Administrative Code §100.1033(b)(6) permits a Charter Amendment 
Request to relocate an existing campus or site with the same administration and staff while still 
serving the same students and grade levels without significant disruption to the delivery of 
educational services, such Amendment not requiring an expansion amendment request; 

NOW, THEREFORE, the Board of Directors of International American Education Federation, 
Inc., charter holder of International Leadership of Texas, at a lawfully called meeting of the Board, 
held in compliance with the Texas Open Meetings Act, does hereby adopt the following 
Resolutions: 

BE IT HEREBY RESOLVED THAT: 

The Board of Directors of International American Education Federation, Inc., charter holder of 
International Leadership of Texas (county-district no. 057-848), does hereby resolves as follows: 

1. Approve the relocation of campuses numbered 057848-030 and -031 with an effective 
date of August 15, 2018 as follows: 
• From:   1700 GRAHAM RD COLLEGE STATION TX 77845 
• To:   3610 LONGMIRE DR COLLEGE STATION TX 77845 

2. Authorize Administration to file Non-Expansion Charter Amendment Requests to make 
of record with the Texas Education Agency said relocations. 

 [SIGNATURE PAGE FOLLOWS] 
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PASSED AND APPROVED BY THE MAJORITY OF MEMBERS OF THE BOARD OF 
DIRECTORS OF INTERNATIONAL AMERICAN EDUCATION FEDERATION, INC., ON 
THE 15th DAY OF August, 2018. 

 
Members Voting in Favor: 
 
 
Maj. Gen. James Williams         ________________________________    _________________ 
               signature      Date 
 
 
Lynne Beach, M.D.       ________________________________    _________________ 
               signature      Date 
 
 
Tracy Cox        ________________________________    _________________ 
               signature      Date 
 
 
Curtis Donaldson      ________________________________    _________________ 
               signature      Date 
 
 
Edwin Flores, Ph.D.        ________________________________    _________________ 
               signature      Date 
 
 
 

 
 
The undersigned, being the Secretary of the Corporation, hereby certifies that the 
foregoing represents a true copy of a Resolution of the Directors of the 
Corporation, duly held on August 15, 2018, which Resolution is in full force and 
effect and has not been revoked or amended. 

 
 
       _________________________________ 

         Secretary 

Date: ____/____/_______ 
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SCRIPT FOR ENTERING EXECUTIVE SESSION
August 15, 2018

Presiding Member, read aloud in open session:
“At this time, the Board will enter Executive Session as authorized by – 
(read aloud those that apply)

☐ “Section 551.071 to conduct a private 
consultation with legal counsel”

☐ “Government Code Section 551.072 to 
deliberate regarding a real property 
transaction”

☐ “Section 551.073 to deliberate regarding 
a prospective gift to or donation to the 
state or to ILTexas”

☐ “Section 551.074 to deliberate regarding 
personnel matters”

(Members leave the room and reconvene privately in Executive Session)
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For reference, the sections that may be pertinent:
SUBCHAPTER D. EXCEPTIONS TO REQUIREMENT THAT MEETINGS BE OPEN

☐ Sec. 551.071. CONSULTATION WITH ATTORNEY; CLOSED MEETING. A governmental 
body may not conduct a private consultation with its attorney except:

(1) when the governmental body seeks the advice of its attorney about:
(A) pending or contemplated litigation; or
(B) a settlement offer; or

(2) on a matter in which the duty of the attorney to the governmental body under the 
Texas Disciplinary Rules of Professional Conduct of the State Bar of Texas clearly conflicts with this 
chapter.

Added by Acts 1993, 73rd Leg., ch. 268, Sec. 1, eff. Sept. 1, 1993.

☐ Sec. 551.072. DELIBERATION REGARDING REAL PROPERTY; CLOSED MEETING. A 
governmental body may conduct a closed meeting to deliberate the purchase, exchange, lease, or value 
of real property if deliberation in an open meeting would have a detrimental effect on the position of 
the governmental body in negotiations with a third person.

Added by Acts 1993, 73rd Leg., ch. 268, Sec. 1, eff. Sept. 1, 1993.

☐ Sec. 551.073. DELIBERATION REGARDING PROSPECTIVE GIFT; CLOSED MEETING. 
A governmental body may conduct a closed meeting to deliberate a negotiated contract for a 
prospective gift or donation to the state or the governmental body if deliberation in an open meeting 
would have a detrimental effect on the position of the governmental body in negotiations with a third 
person.

Added by Acts 1993, 73rd Leg., ch. 268, Sec. 1, eff. Sept. 1, 1993.

☐ Sec. 551.074. PERSONNEL MATTERS; CLOSED MEETING. (a) This chapter does not require 
a governmental body to conduct an open meeting:
(1) to deliberate the appointment, employment, evaluation, reassignment, duties, discipline, or 

dismissal of a public officer or employee; or
(2) to hear a complaint or charge against an officer or employee.

(b) Subsection (a) does not apply if the officer or employee who is the subject of the 
deliberation or hearing requests a public hearing.

Added by Acts 1993, 73rd Leg., ch. 268, Sec. 1, eff. Sept. 1, 1993.

Link to Subchapter D, Sections 551.071 through 551.084: https://www.lawserver.com/law/state/texas/tx-
codes/texas_government_code_chapter_551_subchapter_d
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