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Purpose

The purpose of this handbook is to provide infoiorategarding the administration of salaries
and wages for employees of Fort Hancock Indeper@embol District. In accordance with
School Board Policy DEA Local, the Superintendératlsrecommend to the Board for approval
compensation plans for all District employees. Cengation plans may include wage and salary
structures, stipends, benefits, and incentives.

This handbook is a guide to and a brief explanatiodistrict policies and procedures related to
compensation. School Board policies and adminigggirocedures can change at any time;
these changes shall supersede any handbook proviiat are not compatible with the change.
For more information, employees may refer to thikcg@odes that are associated with
handbook topics, confer with their supervisor, alt the appropriate district office. Along with
the online policy manual available at any timehat district websitewww.fhisd.nej, a

policy manual is located in the Superintendentficefat the district administration building for
employee review during normal working hours.



School Board of Trustees

» Mr. Joe Rodriguez, President

* Mrs. Mary Alcorn, Vice-President
* Mr. Ricardo Baeza, Secretary

* Mr. Joseph Moseley, Member

* Mr. Manuel Galindo Ill, Member
* Mr. Gale Carr, Member

Administrative Staff

Name

Jose G. Franco
Yvonne Samaniego
Gloria Galindo
Victoria V. Gonzalez
Norma Muniz
Vicente Rodriguez
Danny Medina
Yadira Munoz
Terry Gonzalez
Lorena Molinar
Adan Lopez
Lorena Molinar
Jess Schultz
Iracema Enriquez
Rosalia Arzate
Jessie Pina
Angelica Sanchez
Jessica Fanning

Position

Superintendent

Director for C&l
Director for C&I/Librarian
Business Manager/HR

Finance Director/Benefits/HR

Director of Technology
Transportation Director/AD
Elementary Principal
Elementary Counselor
High School Principal
High School Counselor
Middle School Principal
Middle School Counselor
PEIMS Coordinator
Health Specialist
Special Education Director
Supt’s Secretary
Food Service Manager

Telephone
769-3811

769-1602
769-180
7691381
769-3811
769-3811
769-3811
769-1602
769-1602
769-1604
769-1604
769-1603
769-1603
769-3811
769-1603
769-1603
769-3811
769-3811

email (@fhisd.net)
notr@
saiego@
Igalindo@
vgonzalez@
nmuniz@
vrodriguez@
dmedina@
oz @
tgonzalez@
Imolinar@
pet@
Imolinar@
jschultz@
prer@
zam@
jpina@
chsa@
fanning@




Fort Hancock Independent School District
2015 — 2016 School Calendar - 187 Days

Staff 2015 student 6-Week Grading Period Staff 2016 Student
July-15 (0 Days) Special Dates (19 Days) January-16 (18 Days)
M Tu W Th E July 2015 M Tu w Th E
1 2 3 4 - Indepenagﬁce Day 1
6 7 8 9 10 A s 6 7 8
13 14 15 16 17 September 2015 11 12 13 14 15)
20 21 22 23 24 7 - Labor Day 18 19 20 21 22
27 28 29 30 31 25 26 27 28 29
November 2015
(12 Days) August-15 (6 Days) | 23-27 - Thanksg'iVi'hmg Day (21 Days) February-16 (21 Days)
M Tu w Th E M Tu w Th E
3 4 5 6 7 December 2015 1 2 3 4 5
10 11 ~ 21-31 - Christmas Day 8 9 10 11 12
19 20 21 15 16 17 18 19
(24 25 26 27 28 January 2016 22 23 24 25 26)
31 1 - New Years Day (29
18 - Martin Luther King Day
(21 Days) September-15 (21 Days) (17 Days) March-16 (17 Days)
M Tu w Th E March 2016 M Tu W Th E
. 5 3 " 0 —SpnngB = —4
7 8 9 10 11 April 2016 7 8 9 0 11
14 15 16 17 8 14 15 16 17 18
21 22 23 24 25 21 22 23 24 25
o e % YEYETIT o —
30 — Memorial Day
(22 Days) October-15 (22 Days) (21 Days) April-16 (21 Days)
M Tu w Th E M Tu w Th F
L2 i
(5 6 7 8 9 1st Semester 4 5 6 7 8
12 13 14 15 16 Dates # Days 11 12 13 14 15)
19 20 21 22 23 8/24 - 10/2 29 (18 19 20 21 22
26 27 28 29 30 10/5 - 11/13 30 25 26 27 28 29
(16 Days) November-1 (16 Days) i 11/16 -1/15 29 (21 Days) May - 16 (21 Days)
M Tu w Th E Total 88 M Tu W Th E
2 3 4 5 6
9 10 11 12 13) 2nd Semester
(26 17 18 19 20 Dates # Days 16 17 18 19 20
23 24 25 26 27 1/19 - 2/26 29 23 24 25 26 27
30 2/29 - 4/15 29 30 31
4/18 - 6/3 34
(14 Days) December-1 (14 Days) Total 92 (3 Days) June-16 (3 Days)
M Tu w Th E Instructional Days 180 M_ Tu W Th E
1 2 3 4 1 2 3)
Holiday 6 7 8 9 10
Staff Workda 14 15 16 17
21 22 23 24 a2 24
28 29 30 31 28 29 30




Compensation Laws

Fair Labor Standards Act (FLSA)

There are four (4) major provisions of the FLSAnkMium Wage, Overtime Pay, Child Labor
and Recordkeeping. Unless exempt, covered emplogassbe paid at least the minimum wage
and not less than one and one-half times theilaegates of pay for overtime hours worked.

Positions considered exempt for FLSA purposes mestt one of the following exemptions:
= Executive
=  Administrative
» Professional
= Computer Employees
= Highly Compensated Employees
The FLSA requires employers to:
= pay all covered nonexempt employees dibhours worked, at no less than the
Federal Minimum Wage of $7.25 per hour effeciuly 24, 2009;
» pay at least one and one-half times the employegsilar rate of pay for all hours
worked over 40 in the workweek;
= comply with the youth employment standards; and
= comply with the recordkeeping requirements

Hours Worked

Covered employees must be paiddrhours worked in a workweek. In general, compensable
hours worked include all time an employee is orydutat a prescribed place of work and any
time that an employee is suffered or permitted ¢okwThis would generally include work
performed at home, travel time, waiting time, tnag) and probationary periods.

Specific FLSA guidelines include the following{cerpts from FLSA Fact Sheet $#22

Suffered or Permitted to Work: Work not requested but suffered or permitted tpdréormed

is work time that must be paid by the district. E@ample, an employee may voluntarily
continue to work at the end of a shift to finishaasigned task or to correct errors. The reason is
immaterial. The hours are work time and are compbles

If the supervisor allows or permits the employepddorm the work, the hours are
compensable. If the employee is not authorizeddkybut performs the work anyway, the
employee shall be paid for compensable work hdautsshall be subject to disciplinary action
for failure to follow an administrative directive.

Waiting Time: Whether waiting time is hours worked under thedegends upon the
particular circumstances. The facts may show thatamployee was engaged to wait (which is
work time) or the facts may show that the empleyeswaiting to be engaged (which is not



work time).If an employee is engaged to wait, such as a buerdat a field trip, the waiting
time shall be compensable.

Rest and Meal PeriodsRest periods of short duration, usually 20 minatekess, are common

in industry (and promote the efficiency of the eypé) and are customarily paid for as working
time. These short periods must be counted as heansed. Unauthorized extensions of
authorized work breaks need not be counted as hearked when the employer has expressly
and unambiguously communicated to the employeedhbatuthorized break may only last for a
specific length of time, that any extension ofttteak is contrary to the employer's rules, and
any extension of the break will be punished. Baderheal periods (typically 30 minutes or
more) generally need not be compensated as woek filtmre employee must be completely
relieved from duty for the purpose of eating regufeeals. The employee is not relieved if he/she
is required to perform any duties, whether activénactive, while eating.

If a non-exempt employee is not completely reliefredh duty [during a non-paid lunch break],
he/she shall be compensated for the meal peristialt be the employee’s responsibility to
notify his/her immediate supervisor in the eveatt hh meal has been missed or they were not
completely relieved of duty during a meal periodeTcompensable meal period shall be added
to the employee’s work hours in the Time Clock Rloskeeping system.

Sleeping Time:An employee who is required to be on duty fortleas 24 hours is working

even though he/she is permitted to sleep or engageer personal activities when not busy. An
employee required to be on duty for 24 hours oramoay agree with the employer to exclude
from hours worked bona fide regularly schedule@ieg periods of not more than 8 hours,
provided adequate sleeping facilities are furnisbgdhe employer and the employee can
usually enjoy an uninterrupted night's sleep. Nauetion is permitted unless at least 5 hours of
sleep is taken.

Although rare, in the event that a non-exempt egg#ds on duty for more than 24 hours, such
as a bus driver to an overnight field trip, the éaype shall be provided with sleep facilities and
at least five (5) hours of sleep time. A total wjret (8) sleep hours shall be excluded from the
employee’s work hours, unless the employee wadepldass than eight (8) hours. In that event,
the actual number of sleep hours shall be exclfided the compensable hours.

Travel time: Attendance at lectures, meetings, training programd similar activities need not
be counted as working time only if four criteri;zanet, namely: it is outside normal hours, it is
voluntary, not job related, and no other work isicorrently performed.

Home to work travel: An employee who travels framé before the regular workday and
returns to his/her home at the end of the workdagnigaged in ordinary home to work travel,
which is not work time.

Home to Work on a Special One Day Assignment ilh@n&ity. An employee who regularly
works at a fixed location in one city is given @&l one day assignment in another city and
returns home the same day. The time spent in treytd and returning from the other city is
work time, except that the employer may deductioont that time the employee would normally
spend commuting to the regular work site.




Travel That is All in a Day's WorHime spent by an employee in travel as part of francipal
activity, such as travel from job site to job sit@ing the workday, is work time and must be
counted as hours worked.

Travel Away from Home Communifiravel that keeps an employee away from home atdrni
is travel away from home. Travel away from homaeaarly work time when it cuts across the
employee's workday. The time is not only hours @ebda regular working days during normal
working hours but also during corresponding hounsmmnworking days. As an enforcement
policy the Division will not consider as work tirtfat time spent in travel away from home
outside of regular working hours as a passengeammirplane, train, boat, bus, or automobile.

Generally, non-exempt employees shall be compeah$atdiours at training, workshops, etc. if
the training is job-related. An exception shalfftetraining to maintain a license or certification
required to maintain their position, such as busedrcertification.

Hours while traveling away from the home commuifatytraining shall be compensable during
the employee’s normal work schedule (Monday-Friday] during the same work schedule on
Saturday and Sunday, regardless of the mode ffaatation. Other hours while traveling shall
be compensable if the employee is driving as opptseding as a passenger on private or
commercial transportation.

FLSA Fact Sheet #22Hours Worked
Overtime

Unless specifically exempted, employees coverdebéct must receive overtime pay for hours
worked in excess of 40 in a workweek at a ratdesst than time and one-half their regular rates
of pay. The regular rate of pay includes all rermaien for employment except certain
payments excluded by the Act itself.

Nonexempt employees that are paid on an annuadedady basis are paid for a 40-hour
workweek and do not earn additional pay unless W&k more than 40 hours in a workweek.

Where an employee in a single workweek works abtwoore different types of work for which

different straight-time rates have been establistieel regular rate for that week is the weighted
average of such rates. That is, the earnings friraueh rates are added together and this total
is then divided by the total number of hours woraedll jobs.

Overtime pay for a single type of work [with a deourly rate] shall be paid at 1 %2 times the
regular hourly rate. Overtime pay for multiple higuates shall be paid at 1 %2 times the
weighted average of the pay rates. For exampéecifstodian works 40 hours at his/her regular
hourly rate of $10.00 and an additional 10 housnalhourly rate of $8.00, he/she would be paid
at the weighted average of the hourly rates ($9.60)

FLSA Fact Sheet #23 — Overtime



Child Labor

The FLSA restricts the work hours and types of pations for workers between the ages of 14
and 17. The most restrictive limitations are forkers between the ages of 14 and 15. The
limitations include the following:

outside school hours;

no more than 3 hours on a school day , includingglys;

no more than 8 hours on a non-school day;

no more than 18 hours during a week when schaolgsssion;

no more than 40 hours during a week when schowtisn session;

between 7 a.m. and 7 p.m.—except between June lLedout day (extended to 9 p.m. )

The Human Resources department shall record thefaaleminor workers and monitor
compliance with the FLSA as it relates to type ofugpation and work hour limitations. The
immediate supervisor shall be provided informatielated to the limitations for their respective
minor workers.

Compensatory Time

Employees may be compensated for overtime at timeaahalf rate with compensatory time off
(comp time) or direct pay. The district has opte@ay compensatory time, unless otherwise
approved by the Superintendent. The following &splo all nonexempt employees:

» Employees can accumulate up to 60 hours of comg. tim

» Comp time must be used in the duty year thatetisied.

» Use of comp time may be at the employee’s requikstsupervisor approval, as
workload permits, or at the supeswsdirection.

» An employee shall be required to use comp timerbaising available paid leave (e.qg.,
sick, personal, vacation).

* All non-exempt employees shall receive and sigopy ©f the Fort Hancock ISD
Compensatory Time Affidavit (ReferAppendix)

Recordkeeping

Every covered employer must keep certain recondggich non-exempt worker. The Act requires no
particular form for the records, but does requihat the records include certain identifying
information about the employee and data about thefiworked and the wages earned. The law
requires this information to be accurate.

The district has implemented the Time Clock PluS{Jtimekeeping system to colleait work
hours for non-exempt employees. All work hourstfe regular job, extra-duty assignments,
training, missed lunches, waiting time, etc. shallentered in the TC+ timekeeping system.

It shall be an employee’s responsibility to endheg all work hours are submitted in accordance
with district pay cycles through the TC+ timekeegpgystem.



Compensation Policy

Annualized Compensation

The district pays all salaried employees over 12ttn®regardless of the number of months
employed during the school year. Salaried employekbe paid in equal monthly beginning
with the first pay period of the school year.

If a salaried employee separates from service beafa last day of instruction, the employee
shall receive in his or her final paycheck the udenount the employee has actually earned
from the beginning of the 12-month pay period utid date of separation. For purposes of this
policy, “separation from service” shall be as definn IRS regulation 26 CFR 1.409A-1(h). A
salaried employee who separates from service aft@rthe last day of instruction shall be in
accordance with Board Policy DEA (Local).

Some nonexempt employees shall also be paid onrarahcompensation basis. Their
respective hourly rate shall be annualized basdati@nworkday (number of hours worked per
day) and their work calendar. All non-exempt emplkeg/shall be paid on a monthly

schedule.

Employment After Retirement

Individuals receiving retirement benefits from theacher Retirement System (TRS) may be
employed in limited circumstances on a full- ortgane basis without affecting their benefits,
according to TRS rules and state law. Detailedrmédion about employment after retirement is
available in the TRS publication Employment AftestiRement. Employees can contact TRS for
additional information by calling 800-223-8778 dr25542-6400. Information is also available
on the TRS Web SiteMwyw.trs.state.tx.ys

All TRS retirees subject to the TRS surcharged| sikacute a Retire-Rehire Addendum. On the
Addendum, the Employee acknowledges that, becditbe &mployee’s retiree status, the
District will incur expenses over and above thassoaiated with hiring a non-retiree in a similar
position with similar years of experience. The Eoyele agrees that the District may reduce the
Employee’s pay to offset these expenses, providadthe Employee’s pay does not fall below
the state minimum.

Fort Hancock ISD Retire/Rehire Addendum
Fraud and Falsification of Records

All employees should act with integrity and diligenn duties involving the district’s financial
resources. The district prohibits fraud and finahchpropriety.

Falsification of payroll records is considered ftand will not be tolerated. Employees who
falsify payroll records shall be subject to distiply action, up to and including termination of
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employment.
Job Classification

The Superintendent or designee shall classify gdrchitle within the compensation plans based
on the qualifications and duties of the positionthi these classifications, the Superintendent
or designee shall determine appropriate pay for e@ployees and employees reassigned to
different positions.

The Superintendent or designee shall determineléissification of positions or employees as
“‘exempt” or “nonexempt” for purposes of paymenbeértime in compliance with the Fair
Labor Standards Act (FLSA). The FLSA classificatafreach position shall be recorded on the
job description for the position.

Professional employees and academic administratergenerally classified as exempt and are
paid monthly salaries. They are not entitled to pensatory time or overtime compensation for
hours worked beyond 40 in a workweek.

Nonexempt employees shall be compensated on atyhxasis and shall be compensated for all
hours worked. They shall receive compensatory tmavertime pay for each hour worked
beyond 40 in a workweek.

FLSA Fact Sheet #7 FLSA for Local Governments
Pay Raises & Adjustments in Salary

The Superintendent shall recommend to the Boaahawunt for employee pay increases as part
of the annual budget adoption process. The Supedent or designee shall determine annual
increases for individual employees, within budgetetunts.

A contract employee’s pay shall not be increasest @kerformance on the contract has begun
unless there is a change in the employee’s jolg@assnt or duties that warrants additional
compensation. Any such changes in pay during time ¢ the contract shall require Board
approval.

The Superintendent may grant a pay increase tmeontract employee after duties have begun
only when there is a change in the employee’s gdigament or duties, or when an adjustment
in the market value of the job warrants additiaw@hpensation. The Superintendent shall report
any such pay increases to the Board at the nentaregeeting.

Adjustment in Pay — Promotion

A promotion occurs when an employee is placed biglaerpay grade, except for general
structure changes or position reclassification. iéw salary rate shall be equal to or greater
than the minimum rate for the new range, but icase shall it exceed the maximum rate for the
new range. The employee’s years of job-related mempee, years of experience with district, and
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the salary level of similar employees shall be atered in determining the new pay rate.
Adjustment in Pay — Reclassification

A position may be reclassified into a different gagde to maintain external/internal equity with
similar positions. Reclassification is not a promotor demotion of the employee. Position
reclassifications may or may not result in an ddjiesit of pay. An increase may be necessary if
the employee is below the minimum of the new pagdgror the current incumbent’s pay rate is
not comparable to employees in a similar position.

Adjustment in Pay — Demotion

A demotion occurs when an employee is placed lowar pay grade, except for general
structure changes or position reclassification. iéw salary rate shall be equal to or greater
than the minimum rate for the new range, but icase shall it exceed the maximum rate for the
new range. The employee’s years of job-related mempee, years of experience with district, and
the salary level of similar employees shall be a#red in determining the new pay rate.

Paychecks & Pay Dates

All professional and paraprofessional staff is sithed on a twelve-payment plan and is paid on
a monthly basis. Non-exempt maintenance, custddiad service and transportation
employees, as well as substitutes, are paid onrdhhydasis. Pay date schedules are

provided at the beginning of each school year.

Final Paycheck at Separation Due to Resignation/Ter  mination
The final check for all employees will be on thexneegularly scheduled pay date and/or next
payroll period end date if the separation occufereethe end of school year. If separation

occurs at the end of schedule school year therhgays will resume through the summer.

Final Paycheck at Separation Due to Retirement from the TRS at the end of the
school year

10-month employeesThe final paycheck will be in May if the work scheel does not extend
more than 6 workdays into June and if the empldyeeenough available leave to cover through
the pay date. Otherwise, the final paycheck willrbdune.

11-month employeesThe final paycheck will be in June if the work aadar ends by June &5
and the employee has enough available leave ta tonarigh the pay date. Otherwise, the final
paycheck will be in July.

12-month employeesThe final paycheck will be in July.

The final paychecks for retirements at any timeeothan the end of the school year will be in
accordance with the Separation Due to Resignateniihation procedure.

12



Monthly Pay Date Schedule

THE PAY DAYS FOR THE 2015-2016 SCHOOL YEAR WILL BE AS LISTED FOR ALL MONTHLY PAID
EMPLOYEES.

All employees are required to have direct deposit. Sign up in the FHISD Payroll Office. The number of days
between each pay date has been distributed as evenly as possible.

SEPTEMBER 15, 2015 MARCH 15, 2016
OCTOBER 15, 2015 APRIL 15, 2016
NOVEMBER 13, 2015 MAY 13, 2016
DECEMBER 15, 2015 JUNE 15, 2016
JANUARY 15, 2016 JULY 15, 2016
FEBRUARY 15, 2016 AUGUST 15, 2016

NOTE: Always keep the payroll department informed of your current mailing address!

Payroll Direct Deposit

The district requires automatic payroll deposit.dogees will have their paychecks
electronically deposited into an account at a far@nnstitution as designated by each employee.
Contact Victoria Gonzalez, Business Manager reggrthie automatic payroll deposit service.

Payroll Deductions

The district is required to make the following augtic payroll deductions:
» Teacher Retirement System of Texas (TRS),
= Social Security and Medicare, and
= Federal income tax.

Other payroll deductions employees may elect ireldelductions for the employee’s share of
premiums, for health, dental, life and vision irswe; annuities; and higher education savings
plans. Employees may also request payroll deduébiopayment of membership dues to some
professional organizations.

An employee’s pay will be reduced in daily or hguricrements for absences that occur on a

scheduled workday after all paid leave benefiteHaaen depleted. Salary deductions are
automatically made for unauthorized or unpaid leave

13



Timekeeping System — For all Nonexempt Employees an  d Substitutes

The Time Clock Plus system allows an employee kact¢ in and out by inserting a pin

number into the computer. The data is polled bgtavark server computer and can be edited or
corrected by an authorized Time Clock Plus opefiaton a personal computer. Punch detail
reports are generated and provided to supervisorsadnagement purposes.

The appropriate immediate supervisor shall venifg aubmit all time cards for non-exempt staff
assigned to their campus or department accorditiietestablished payroll pay periods and
deadlines. Refer tBay Date Schedules

Time Clock Procedures

The following procedures are to be used by appat@personnel for reporting the time to the
Time Clock Plus system:

1. An employee may not report or be on a paid staftil they punch in.
2. An employee may clock in up to two (2) minutesipto the official
starting time.
3. An employee may clock in up to two (2) minutéerathe official
starting time. This grace period will not bensmlered an excuse for tardiness.
4. An employee may clock out up to two (2) minwaéer the official
departure time.
5. An employee must clock out when leaving assigmexk schedule or campus for
personal reasons unrelated to assigned tasks.
6. A Time Clock Correction form shall be completad submitted to his/her immediate
supervisor for approval and editing of theresheet.

Rounding Time Chart
Minutes converted to 100ths:

0 -2 minutes =0

3 — 17 minutes = .25

18 - 32 minutes = .50

33 — 47 minutes = .75

48 — 60 minutes = 1.00
Employee Responsibility
An employee has the responsibility to submit hisAtesences from duty on an approved form
provided by the department and submit the docurtientto his/her supervisor for approval and
input into the system.

An employee is responsible for maintaining possesef his/her pin number at all times for the

14



purpose of clocking in/out. Failure or non-comptiarmay be subject to appropriate
disciplinary action.

An employee’s due process for violation of timeasotting procedures is as follows:

1. Oral warning/discussion

2. Written counseling document

3. Recommendation for suspension
4. Recommendation for termination

An employee who misuses his/her timekeeping readide recommended for immediate
termination. Misuse of records may include, butas limited to the following: Punching in or
out for another employee or having another emplgye®h in or out for them.

Time Clock Plus Correction form

Verification of Pay

The Payroll office makes every effort to ensurd #maployee’s pay, leave, and other
information are correct. Unfortunately, mistakes oacur.It is the employee’s responsibility to
review their payroll information on their paystuaah pay date for accuracy, including but not
limited to compensation, leave, federal withholdstatus, and deductions.

Workweek for Overtime Purposes

For purposes of FLSA compliance, the workweek ftiixt employees shall be 12:01 a.m.
Sunday until 12:00 midnight Saturday.

Workload and Work Schedules

Professional EmployeesProfessional employees and academic administraterexempt from
overtime pay and are employed on a 10-, 11-, amt8th basis, according to the work
schedules set by the district. A school calendad@pted each year designating the work
schedule for teachers and all school holidays.de¢adf work schedules including start and end
dates and scheduled holidays will be distributezheshool year.

Classroom teachers will have planning periodsristructional preparation including
conferences. The schedule of planning periodstiatdbe campus level but must provide at least
450 minutes within each two-week period in blocks less than 45 minutes within the
instructional day. Teachers and librarians areledtio a duty-free lunch period of at least 30
minutes. The district may require teachers to superstudents during lunch one day a week
when no other personnel are available.

Paraprofessional and Auxiliary EmployeesSupport employees are employed at will and

receive notification of the required duty days,itd@ys, and hours of work for their position on
an annual basis. Paraprofessional and auxiliarjameps are not exempt from overtime and are

15



not authorized to work in excess of their assigsetedule without prior approval from their
supervisor.

Work Schedules for 2015-2016 (Refer to Appendix)

Salary Schedules

The Salary Schedule is reviewed annually and agfjustcording to the budgeted amounts
approved by the board. Generally, all employeebredeive written notice of their pay and

work schedules before the start of each school ydassroom teachers, full-time librarians,
fulltime nurses, and full-time counselors shallgaéd no less than the minimum state salary
schedule. Contract employees who perform extramueain or supplemental duties may be paid a
stipend in addition to their salary according te thstrict's extra-duty pay schedule.

At least every three (3) years, as sooner as apptepthe district shall review the salary
schedule structure to ensure that the schedulesrtteetistrict needs. In addition, a market study
shall be conducted to ensure that the pay ratesoanparable to statewide averages, regional
averages (Region 19 area), local school distraetd/or peer school districts. Changes to the
Salary Schedule shall be presented to the SchamidBm an annual basis for approval, typically
in conjunction with the annual budget adoption pssc

Fort Hancock ISD Salary Schedules 2015-2016 (Ref&ppendix)
Fort Hancock ISD Stipend & Extra Duty Schedules522016 (Refer to Appendix)

Substitute Employee Pay Schedules
All hourly substitutes for support personnel st&lpaid at least the Federal minimum wage
hourly rate. The hourly rate shall be establishadi @osted on the district’s salary schedule. A

list of approved substitutes shall be maintainedhieyHR Administrator and distributed to each
operational area supervisor or director.

Pay for bus drivers as drivers for athletic, co-cur ricular, and field trip events

Bus drivers shall be paid their normal bus drivirogirly rate. All hours over 40 work hours in a
workweek shall be paid at the bus driver’s overtiate. Bus drivers shall be paid for driving
time and wait time from the point of departure frtra district facility until the return to the

district facility, except for overnight trips whichall be subject to reduction for sleep time in
accordance with the FLSA.

Initial Placement on Salary Schedule

HIRING RATES

Hiring rates for all employees will be determinedam individual basis based on job related
qualifications, salary history, and salaries ofestemployees in the position. Job postings may
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advertise a starting salary.

Hiring rates will be set in accordance with theaglglines:

1. New hires in positions that require little or pr@vious job experience will be placed
at the minimum of the pay range whenever ptessib

2. Persons with previous job experience or spesgids may be hired at a different rate.
Starting pay will be determined with consideratgven to each new employee’s
gualifications for the job.

3. Whenever possible, new employees will not stipiay rates above other district
employees with comparable experience in theegawsition.

4. All starting salaries must be approved by thpeBintendent.

TEACHERS, NURSES & LIBRARIANS — CREDITABLE YEARS OF EXPERIENCE

Hiring rates for classroom teachers, nurses, dmdrlans shall be based on creditable years of
experience according to state regulations (Comomssis Rules for Creditable Years of
Experience) and the district’s teacher hiring sathedule.

ADMINISTRATIVE PERSONNEL — CREDITABLE YEARS OF EXPE RIENCE

Hiring rates for professional (exempt) positiones than teachers, nurses and librarians, shall
be as noted below:

1. One year of experience for every 2 years of egpee in a teacher position

2. One year of experience for every year of expegean a similar, professional
(exempt) position in a public school district

3. One year of experience for every 2 years of egpee in a similar, professional
(exempt) position in the private sector

SUPPORT (NON-EXEMPT) PERSONNEL — CREDITABLE YEARS O F EXPERIENCE
Hiring rates for support (non-exempt) positionsligba as noted below:
1. One year of experience for every year of expegen a similar support (nonexempt)
position in a public school district

2. One year of experience for every 2 years of e&pee in a similar support
(nonexempt) position in the private sector

Supplemental Pay/Stipends — Exempt Staff

All supplemental pay and stipends shall be paidugh the normal payroll process subject to the
established pay dates and payroll deadlines oartioyee’s regular paycheck.

The Campus Principal or appropriate administratatlssomply with the following guidelines:

17



. All supplemental duties, such as staff develaptetoring, detention, homebound,
etc, shall be recorded and submitted to thedHdYirector on aSupplemental Pay
Form. The rate of pay shall be in accordance with ikg&idt’'s Supplemental Pay
Scheduleand shall include the appropriate budget code numbe

. For annual stipends, such as athletic coachdssponsors, etc., the campus principal
shall identify each individual who is to receia stipend by submitting a list of
stipends and recommended individuals to theeBoggndent and Business Manager.
The recommendations shall be due by Septentitbraf each school year. After
approval, every approved employee shall reca&Netice of Supplemental Duties
indicating their assigned stipend(s) and stipenduant(s).

. The Campus Principal shall submit changes pestl assignments to the
Superintendent and Business Manager as they.o&fter approval, a
revised Notice of Supplemental Duties shalptmvided to the appropriate
individual(s).

. The Campus Principal shall develop and keem#ramus record of the positions
and individuals assigned stipend duties. Intadd the performance of the
assignment shall be monitored by the principakignment expectations, such as
conducting club meeting once a week, or onemath, shall be communicated to
each individual assigned a stipend activityarifemployee fails to perform the
assigned duty, the campus principal may recamdnie the Superintendent to
terminate the stipend duty, pay for a pro-raewbunt for the time lapsed, and
reassign the duty to another staff member.riéve staff member would only receive
the balance of the annual stipend amount.

. Nonexempt employees, if selected for supplenhetzes, shall record all work
hours via the district’s timekeeping system.riMoours in excess of 40 hours per
workweek shall be compensated at their overtate or comp time shall be recorded
at 1 % times.

. Principals must approve payment of all stipangdMay ktfor end-of-year stipends
paid in June, and Decembeifdr mid-semester stipends paid in January.

. Stipends for spring athletic coaching shall &eln the next paycheck after the end
of the regular season. For example, if the Kemason ends in late March, the
stipend(s) will be paid on the April paycheTke payment of stipends shall be
approved after the end of each sport by thepcarprincipal and the athletic director.

. Employees with stipends totaling over $5,00@JId¥e provided an option to receive
their stipends pro-rated over a 12 month pesatject to their agreement that if they
do not perform the duties as indicated on thigrend agreement, their actual pay will
be adjusted (reduced) accordingly. On the dthed, if additional stipends are added
after the start of the school year, the add#istipends may be re-prorated or the
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balance paid on the final paycheck of the sthear. Changes to stipends, if any,
during the school year, shall be promptly sutediby the campus principal and
athletic director, if appropriate.

Supplemental Pay/Stipends — Non-Exempt Staff

Salary earned other than in the primary positicalldie paid as it is earned, as a supplement to
the regular paycheck subject to the establishediptas and payroll deadlines.

Transportation Department Employees attending\edtraining course, at the request of

Fort Hancock ISD for the first time, to become ified bus drivers, will be paid minimum wage
per hour for the training course if attended owglte normal work hours. Certified Bus Driver
Refresher Course will be paid at the driver’s ndrhaaurly rate when attending after normal
duty hours.

Food Service employees attending annual traininberareas of sanitation, food safety, etc.
shall be paid their normal rate of pay.

As a general rule, non-exempt staff shall not edaled to receive an annual stipend for co-
curricular or extracurricular duties. If the Supéendent approves an exception, the employee,
his/her immediate supervisor, and the Business Nemshall meet to discuss the FLSA
requirements as they relate to compensatioalfdrours worked. The employee shall be
directed to work a specified number of hours thatejuivalent (at an overtime rate) to the
annual stipend. The immediate supervisor shall toothe total work hours closely to ensure
that the authorized number of hours are not exakeldee employee shall cease to perform the
supplemental duty at the time that the total auzledrhours is met. Payment for the
supplemental duty will be in accordance with thg gates established for exempt staff.

The assignment of supplemental duties shall natterany expectation of continued assignment
to that same duty or any other duty.

Supplemental Pay Schedule

Notice of Supplemental Duties

Supplemental Pay Form

Employee Benefits

All eligible employees shall receive benefits it@aalance with the Employee Handbook. A
Summary of Employee Benefits is included in the éqglix.

If any questions arise regarding Benefits, pleasgact Norma Muniz or Victoria Gonzalez,
at 769-3811, or via email aimuniz@fhisd.net.ovgonzalez@fhisd.net.
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FORT HANCOCK INDEPENDENT SCHOOL DISTRICT
PROCEDURES: COMPENSATORY TIME

Accumulation:

a

OO0

Accumulation of time earned will apply to time worked in excess of eight (8) hours per day, but
only if in excess of the number of hours scheduled for the workweek. For example: In 40- hour
workweek, compensatory time will be earned if 40+ hours are worked, but in a 32-hour workweek (4-day
week), compensatory time will be earned if 32+ hours are worked.

Compensatory time worked in excess of the workweek, but less than 40 hours will be
accumulated at regular time.

Lunch breaks are not work hours; therefore, if an uninterrupted lunch break is not taken the
lunch break becomes work hours. It is an employee’s responsibility to inform his/her
supervisor if any lunch breaks are missed and additional work hours have been earned.
Compensatory time worked in excess of the workweek will be accumulated at 1 ¥ times.

No accumulation will be allowed for time worked in increments of less than 15 minutes.

Formal submission of compensatory time shall be via the Time Clock Plus system. All hours
worked must be “swiped” and/or “entered” into the Time Clock Plus system within the
appropriate workweek.

Compensatory time worked must be pre-approved by the administrative supervisor.
Employees may be subject to disciplinary action for violation of this requirement.

Accumulation vs. Compensation:

a

a

a

a

No paraprofessional employee will be required to work by an administrative supervisor in
excess of the normal workday, without accumulation of compensatory time or without
compensation at the appropriate rate of pay.

If the total number of working hours in the current workweek exceeds 40 hours, the
paraprofessional will be compensated, with compensatory time or paid compensation, at 1 %2
times.

An agreement must exist prior to the time the work is performed whether compensatory time
or paid compensation will be provided, subject to the approval of the administrative supervisor
and the availability of funds. Fort Hancock ISD will compensate in compensatory time, unless
notified otherwise by the administrative supervisor.

Accumulated compensatory time should be used during the week it is earned, but must be
used during the school year in which it is earned.

Accumulated compensatory time shall not exceed 60 hours at any given time.

Use of Accrued Compensatory Time Balance:

a

oo O O

Compensatory time balances will be reflected on all paraprofessional pay stubs, and will be
provided to the immediate supervisor on a leave status report available from the payroll
department.

All compensatory time balances should be exhausted as quickly as possible, subject to the
approval of the administrative supervisor on an Absence From Duty Report.
Paraprofessionals absent from duty shall apply compensatory time, if any, prior to applying
any other types of leave such as sick, personal, scheduled days off, etc.

The compensatory time earned will not ever lapse or be lost at any time.

When a paraprofessional terminates his/her employment with the FORT HANCOCK ISD,
he/she will be compensated (paid) for the remaining compensatory time at the current rate of
pay or the average of the last three (3) years, whichever is higher.

Signature

Date

Printed Name Campus/Department
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FORT HANCOCK ISD
RETIRE/REHIRE ADDENDUM

If the Employee is receiving or has received retgat benefits through the Teacher Retirement System
of Texas (“TRS"), the Employee acknowledges thiofaing:

1. The District cannot and does not make any guees regarding the Employee’s continued right
to receive the retirement benefits.

2. The Employee is relying on his or her own itigedion and understanding of the law and upon
TRS guidelines, rules, and regulations regardinglepment after retirement. The Employee is
not relying on any statements made by the Disteigarding the effect of District employment on
the Employee’s retirement benefits.

3. The Employee agrees not to sue or otherwiseg lamy claim against the District, its Board of
Trustees, it Superintendent, or any other employegent of the District for any loss or
reduction in the value of the Employee’s retiremaanefits.

4, The District must report the Employee’s emplentito TRS. The Employee agrees not to sue or
otherwise bring any claim against the District Btsard of Trustees, it Superintendents, or any
other employee or agent of the District based ah seports.

5. The Board of Trustees may designate certaijesuireas as acute shortage areas, pursuant to
Texas Government Code Section 824.602(m). If thel&yee is hired under a term contract for a
designated acute shortage area and meets all ofithea of Texas Government Code Section
824.602(m), the Employee acknowledges that Se8dn602(m) requires the District to give
preference in hiring to a certified applicant whaot a retiree. Such an Employee may be subject
to annual nonrenewal to facilitate the Districttsrpliance with this requirement.

Please sign below and return this document to tipeigtendent.

Employee:

Date signed:

The Employee acknowledges that, because of thedmgls retiree status, the District will
incur expenses over and above those associatedhiity a non-retiree in a similar position
with similar years of experience. The Employee egt@at the District may reduce the
Employee’s pay to offset these expenses, providathe Employee’s pay does not fall below
the state minimum.
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FORT HANCOCK INDEPENDENT SCHOOL DISTRICT
P.O0. BOX 98
FORT HANCOCK, TEXAS 79839

TIMECLOCK PLUS
CORRECTION FORM

Before any corrections are made in the TIMECLOCK PLUS system, all information on this
form must be completed, signed by the employee aghproved by their Supervisor.

Completed Correction Forms must be turned into thePayroll Department along with the weekly
TIMECLOCK PLUS Punch Detail Report each Monday morning.

NAME:

EMPLOYEE NO. DATE:

REASON FOR CORRECTION

O Did not have access to Time Clock FOR OFFICE USE OnL
O Forgot to Punch In DATE CORRECED____/ /
O Forgot to Punch Out INITIAL

O Time Clock Not Working*™*

CORRECTED TIME(S)

DATE / /

IN PUNCH OUT PUNCH

AM / PM AM / PM

TEDA [ /

Employee Signature

TEDA [ /

Supervisor Approval

* If no access to Time Clock please let Technologywkimmediately.
** |f Time Clock is not working for any reason dat the Technology Director or
Payroll Department immediately.
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