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This manual contains the policies of the Board of Education, tf@ edministrative
regulations intended to implement policy, and certain references or "exhibit" documents that
relate to policies and/or regulations.

Policy development in a modern, forwdaibking school system is a dynamic, on going
process. New probhes, issues, and needs give rise to the continuing need to develop new
policies or to revise existing ones. This is why the Board employs thelEsidermat for this
manual. Itis easy to keep-tpdate.

Each person holding a copy of this manual sthondke a diligent effort to keep it
up-to-date as new policies, regulations, and exhibits are distributed by the central office.

HOW TO USE THIS MANUAL

The Department of Correction School District operates according to policies established
by the Board oEducation. The Board, which represents both the state and local community,
develops the policies after careful deliberation, and the school administration implements them
through specific rules and regulations. The Board then appraises the effectsotities and
makes revisions as necessary.

In the interest of harmony, efficiency, uniformity of interpretation, coordination of effort,
and in fairness to all concerned, the Board makes this manual available to all who are affected by
its policies.

HOW THE MANUAL IS ORGANIZED

The manual is organized according to the classification system developed by the Educational
Policies Service of the National School Boards Association. The system provides an efficient
means for coding, filing, and findinglard policies, administrative rules, and other documents.

PLEASE NOTE: All copies of this manual are the property of the Arkansas Department of
Correction School District.

USING THE SIGNS AND SYMBOLS
Various signs and symbols are used in conneetitnthe classification system. They are for
your use in locating and/or examining policies. Included are the following:

ALSO:Certain policies bear two codes in the upper tlggntd corner. The second is in
parentheses and is preceded by "ALSO".sTheans that the identical policy (or
regulation) is filed under both codes.

CF: Confer. Certain policies relate to other policies. When a policy bears two or more
codes in the upper rigitand corner with the second code (and perhaps others)
appearingn parentheses and preceded by the symbol of CF., check statements under
such codes for related statements.

DATES: When possible the original date of adoption/issuance appears immediately following

each policy/regulation.
Additional cross references avffered in notes throughout the manual to help the reader



find all of the related information he/she seeks.

ABOUT SCHOOL BOARD POLICIES

Generally, the role of a Board of Education is to set policy and the role of the
administration is to execute it. Hagsethe basic distinction as set forth by the National School
Board Association and by the Arkansas School Boards Association.

Policies are principles adopted by the Board to chart a course of action. They tell what is
wanted and may also include why dmv much. They are broad enough to indicate a line of
action to be taken by the administration in meeting a number of day after day problems, they
need to be narrow enough to give administration clear guidance.

Rules are the detailed directions developgdhe administration to put the policy into
practice. They tell how, by whom, where, and when things are to be done.

These definitions are serviceable most of the time. They reflect sound theory of
governance and administration. But the real worlcchbsl boards does not always conform.

For example:

* - Often the state and federal governments confuse the distinction and require Boards of

Education to make detailed rules; and many regulations are established by law or by State

Department of Education

* - A School Board also signs many contracts which incorporate rules and regulations.

* - Additionally, the public may demand that the Board, itself, not the administrator,

establish the specific rules and procedures in certain sensitive areash&hagpdration

of policies and administrative regulations in this policy manual follows several rules of

thumb in addition to "basic theory".

1. All edicts of the state (even though regulations are considered mandated Board

policy).

2. All agreements sigul through contract (even though regulations are considered

mandated Board policy).

3. Where the Board has written regulations in particularly sensitive areas, and has

incorporated them into policy, the entire statement is presented as policy.

4. Where he Board has adopted rules and regulations concerning its own procedures (as

how it conducts meetings), these statements concerning operations of the Board appear as
policy.

As long as the administration operates within the guidslof a general policy adopted
by the Board of Education, it may change administrative regulations without prior approval of
the Board-unless the Board has specifically asked that a particular regulation be given prior
Board approval. However, only tiB®ard can adopt new policies or revise old ones.

Every effort was made in this 2006 revision of the Personnel Policy Manual to make
information current and ufp-date. Acknowledgment is made that no manual can be all inclusive
and completely current. Eatdacher and School District employee should refer not only to this
manual, but current Department of Correction regulations as outlined in the most current DOC
manual, as well as current AR's which are included in this manual.

kkkkkkkkkkkhkhkhkhkhkkkkkkkkhkkhkikx kkkkkkkkkkhkkhkhkkkkkkkhhhhkhkhkhkkkkkkhkhkhkkx

It is the hope of the Board of Education that this collection of policies and regulations will



make a greater harmony and efficiency possible in all areas of school operations. This will
enable the Board to deteomore time to its primary dutyre development of long range policies
and planning for the future of the school system.

Dr. William (Dubs) Byers
Superintendent of Schools

-iv-



Policy DEPARTMENT OF CORRECTION Policy Code:| N/A
Name: SCHOOL DISTRICT

Date Adopted] 4/27/01

Act 279, SixtyNinth General Assembly, Regular Session, 1973, established a school district
within the Arkansas Department of Correction. The curriculum isgnaded and provides for
continual progress. The system operates nine (9) month scholastic year. Each student
progresses at his or her own rate through the various levels of language arts, social studies,
science, and mathematics. Instruction includes classes in health, remedial reading, special
education and cuent events. Inmates are given time off their regular job assignments to
participate in the program.

Classes are conducted at the various units by professional teachers who are certified by the
Arkansas Department of Education. State adopted texissad in the school program.
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Policy
Name:

TERMS- DEFINITIONS

Policy Code:

N/A

Date Adopted:

4/27/01

|. Board of Education Refers To Board of Correction/Community Punishment.

[l. Board of Directors-

Refers To Board of Correction/Community Punishment.

[ll. School Board - Refers To Board of Correction/Community Punishment.

IV. Superintendent -

VI. Student or Students Refers To Inmate or Inmates.

-Vii -

Refers To Superintendent of Schools




LICENSEDPERSONNEL POLICIES

GA General Section Policies

GAA Philosophy Goals and Objectives

GAAA Equal Opportunity Employment

GAAB Teacher Employment and Qualifications
GAB General Rules and Regulations

GABA Business and Industry Involvement

GAC Staff Involvement in Decision Making

GAD Professional Development Opportunities
GADA In-Service Education of Instruction@kersonnel

GADAA To Increase the Racial and Ethnic Sensitivity et XTeachers and
Administrators
GADAB AEA Staff Development Sessions

GAE Grievance Procedures

GAEA Staff Protection

GAF Familiarity with Inmates

GAFA Relationships with Inmates driParolees

GAG Commitment of Relative or Close Friend

GAH Use of Volunteer Service Community Activities
GAHA Institutional Tours

GAHAA Staff, Student, and Administration Relationships
GAHB Staff Participation in Political Activities

GAHC Giving Information

GAI Solicitations by Staff Members

GAIB Gratuities, Bribes, and Gifts

GAIC Dealing with Inmates

GAK Personnel Records

GAKA Confidential Nature of Records

GAKAA Services

GAL Salary Deductions

GAM Staff Rights and Responsibilities

GAN Post Secondary Programs

GB Professional Staff (Philosophy concerning staffing)
GBA Program Approval

GBAA Pay Dates

GBAB Salary Schedules

GBABA Returning Contracts

GBAC Holiday Pay for Central Office Personnel
GBAD Drawing Salaries tom Two State Agencies
GBB Professional Staff Positions

GBBA Qualifications of Teachers

GBBAA Licensure and Relicensure

GBBAB Job Description: Instructional Staff
GBBAC Duties and Responsibilities of the Superintendent of Schools

-Viii -



GBBACA Duties andResponsibilities of the Assistant/Deputy Superintendent for Finance
GBBACAA Duties and Responsibilities of the Assistant/Deputy Superintendent of Schools
GBBAD Job Description: Principal

GBBADA  Job Description: Dean of Students

GBBADAA Duties and Respoitslities of the Data Management Specialist
GBBADDAAA Job Description: Assistant Principal

GBBAE Acceptable Use Policy for Technology

GBBAF Inventory Disposal

GBBAG Student Teachers

GBC Recruitment

GBCA Minority Teachers/Administrator RecruitmenaR

GBD Employment Policy

GBE Assignment

GBF Orientation

GBHA Supervision of Inmate Students

GBHAA Discipline

GBJ Promotion

GBKA Staff Reduction in Force

GBNA Employee Discipline of Contract

GBR Working Conditions

GBRA Health Examinatios

GBRAA Sex Discrimination/Harassment of Students

GBRABC  Drug Free Policy Statement

GBRB Time Schedules

GBRBA Daily Schedule

GBRBAB School Calendar

GBRBAC Inclement Weather Policy

GBRBAD  Grade Placement

GBRBAE Curriculum

GBRC Homework Policy

GBRCA Grading Policy

GBRCAA  Educational Incentives

GBRCAB Community Transition Services

GBRCAC  Education for Segregated, Restricted or Suspended Students
GBRD Staff Meetings

GBRE Extra Duty (Assignment of Duties)

GBREA Record Keeping

GBREAA Maintenance of Student Records

GBRF Travel Expenses

GBRG Non-School Employment by Licens&taff Members

GBRH Educational Leaves and Absences

GBRHA Leave of Absence For Attendance at Conferences and Professional Meetings
GBRHC Exchange Teaching

GBRI Leawe Of Absence Without Pay

GBRIA Jury Duty or Court Appearance Leave

-iX-



GBRIAA
GBRIAB
GBRIABA
GBRIB
GBRIBA
GBRIBAD
GBRIC
GBRID
GBRJ
GBRJA
GBRJAA
GBRK
GBT

GBU
GBUA
GBUAA
GBUB

Absenteeism

Authorized School Business
Compensatory Leave

lliness

Transfer of Accumulated and Unused Sick Leave
Sick Leave Compensation

Maternity Leave

Military Leave

Planning

Testing

Loss or Theft

Vacations

Professional Research and Publishing
Professional Dress Code

Code of Ethics for Teachers of the Department of Correctibn@®istrict

Staff Job Action
Program Evaluation



Policy GENERAL SECTION POLICIES Policy Code:| GA
Name: Page 1 of 2

Date Adopted] 4/27/01

The Board of Education is required by law to estalgstsonnel policies within the
School District. Said policies shall be filed, along with an affidavit signed by the President of
the Board attesting compliance with State law requiring personnel policies, with the Chairman of
the State Board of Education.

All personnel policies adopted by the Board shall be given to each teacher or administrator
employed for the first time by the School District. Any amendments to the personnel policies
shall also be given to all personnel within thirty (30) dayspptaval by the Board.

The personnel policies of each School District in effect at the time a teacher's contract is
entered into or renewed shall be binding upon both parties unless changed by mutual consent.
Any amendments to personnel policielmpted during the term of such contract shall become
effective the following July 1. Provided, such amendments may take place immediately with

mutual consent.

The Board shall provide for a Committee on Personnel Policies, as composed by law, to
annualy review the personnel policies of the Board to determine if additional policies or
amendments to existing policies are needed. The committee may propose new policies or
amendments to existing policies.

The Board shall consider and adopt, rejecterad or refer back to the committee for further
study and revisions any proposed policies or amendments that are submitted to the Board for
consideration.

The District shall have a personnel policies committee consisting of no fewer than five (5)
classroom teachers and no more than three (3) administrators, provided that the classroom
teacher members shall be elected by a majority of the classroom teachers employed in the district
by secret ballot in an election conducted by the teachers.

The Schol District's committee on personnel policies shall organize itself in the first quarter
of each school year, elect a chairman and secretary, and develop a calendar of meetings
throughout the year to review the District's personnel policies to deternaiddiiional policies
or amendments to existing policies are needed, and to review any proposed distribution of a
salary underpayment from previous years.

Minutes of the committee meetings shall be promptly reported and distributed to members of
the Baard and posted in the buildings of the District including administrative offices.

Either the committee or the Board of Directors may propose new personnel policies or
amendments to existing policies, if the proposals by the Board have been praesémted t
committee at a regular or special meeting of the committee at least ten (10) working days prior to
presentation to the Board. The committee will hold a meeting within ten (10) working days of
the School Board request to present a School Board @iojpahe committee. The committee
will present its proposed policies or amendments to existing policies to the Board of Directors.

The Chair of the committee or a member of the committee designated by the Chair will have
the opportunity to orally gsent the committee's proposed policies or amendments to existing
policies to the Board of Directors.



Policy
Name:

GENERAL SECTION POLICIES
Page 2 of 2

Policy Code:

GA

Date Adopted:

4/27/01

After presentation to the Board, final actimay be taken at the next regular Board meeting.
The Board of Directors shall have the authority to adopt, reject or refer back to the Committee on
Personnel Policies for further study and revision of any proposed policies or amendments to

existingpolicies that are submitted to the Board for consideration.

The Superintendent may recommend any changes in personnel policies to the Board of
Directors or to the personnel policies committee. Such recommendations shall become proposals

if adopted byeither the Board or the committee.




Policy MISSION STATEMENT Policy Code:| GAA
Name:

Date Adopted] 5/19/05

We, the ADCSD, believe each person has worth, dignity, and the ability to learn. Our mission
is to provide a positive, safe, educational environment, whereveeth and success are natural
outcomes.

We work to foster positive change in others and ourselves, and to be an asset to the
community and institution we serve.



EO“CV_ EQUAL OPPORTUNITY Policy Code:| GAAA
ame. EMPLOYMENT

Date Adopted] 4/27/01

NON-DISCRIMINATORY PERSONNEL POLICY

The Arkansas Department of Correction School Disisiein Equal Employment
Opportunity/Affirmative Action Emfoyer. It is committed to recruiting, hiring, promoting,
training and disciplining employees without regard to race, creed, color, religion, sex, national
origin, or political affiliation. Its commitment extends to all phases of the Department's
operatims.



Policy
Name:

TEACHER EMPLOYMENT AND
QUALIFICATIONS

Policy Code:

GAAB

Date Adopted:

6/15/04

1. QUALIFICATIONS: When possible, it shall be the policy of the Board of &iilut to
employ on the instructional staff only those persons who hold an acceptable state teacher's

General Requirements for Employment

certificate in the appropriate field.
2. CLASSIFICATION:

(A) Allinstructional personnel shall have a teaching certificate duly recorded with the
Supeintendent of Schools that legally qualifies them for the work to which they are assigned.

(B) Allinstructional personnel who do not have licensartéhe appropriate field shall
carry on a reasonable program of study toward licensure. Reasonab@pregrterpreted to

mean at least six (6) semester hours of college credit per year.

(C) All instructional personnel employed in elementary and secondary schools should
keep themselves informed of essential instructional improvement through professidyal

group discussion, school visitations, and travel.

(D) Personnel Records: Each teacher must have his/her teaching certificate recorded in
the office of the Department of Correction Superintendent of Schools. All teachers are required
to have thefollowing materials on file in the office of the Superintendent of Schools:

Failure to meet these requirements will result in withholding of pay chanoks if not

NookrwhE

Income tax withholding form (exemption authorization).
Health certificate and or personal health statement.
Social Security number (teachers new to the system).

. Arkansas teaching certificate.
Teacher Retirement number or application.
Upto-Date transcript of college training.

Upto-Date mailing address and telephone number.

corrected, would be considered as inability to meet legal and liceresuieements.

The evaluation of experience and assignment of a position is a responsibility reserved by

the administration.




Policy GENERAL RULES AND Policy Code:| GAB
Name: REGULATIONS

Date Adopted] 5/18/06

A. INSTRUCTION:
The teacher is directly responsible to and is under the immediate supervision of the

principal/dean of studeritseead teacher for the instructional program in the classroom and other
duties as assigned.

B. HOSTAGE POLICY:
No inmate will be granted freedom by taking a hostage. In the event that an employee is

taken hostage, he/she is automatically suspendaiticdhity and authority. He/she is suspended
with pay.



Policy BUSINESS AND INDUSTRY Policy Code:| GABA
Name: INVOLVEMENT

CEA Standard Number 27, 28, 29

Date Adopted] 5/19/05

A formal education and business/ustry committee will meet regularly and review and
make recommendations on current and proposed educational programs. The educational program
administrators shall consider the advice offered by the committee.



Policy
Name:

STAFF INVOLVEMENT IN DECISION
MAKING

Policy Code:

GAC

Date Adopted:

4/27/01

Members of the faculty shall participate in the decisitaking process by working on
various committees, participating in faculty meetings, and by commurggagnsonally with
their immediate supervisor and/or any of the administrators of the District.




Policy PROFESSIONAL DEVELOPMENT Policy Code:| GAD
Name: OPPORTUNITIES

Date Adopted] 6/17/09

It shall be the policy of the Board of Education that the District shall:

1. Develop and implement a plan for professional staff development-gedvige training

based on local educational needs and state educational goals. The plan shall be seMgot to r
by the State Department of Education. The plan shall provide education and training for School
Board members, school and district administrators, teachers, and support staff on a continuing
and regular basis throughout the school year. Teachertlagrdaffected participants shall be
involved in the development of the plan for their owss@nvice education. District programs for
staff development and-gervice training shall be evaluated by the participants in the regular

staff development progm.

2. Have flexibility in establishing plans for staff development argkivice training, provided
the plans meet the standards fos@rvice education as developed by the State Department of
Education.

The professional staff is directed to qalete, initiate, and maintain documentation of this
policy's implementation.

3. State guidelines regarding professional development will be followed and will include a
minimum ofsixty hours training per year for all educational staff.



Policy
Name:

IN-SERVICE EDUCATION OF
INSTRUCTIONAL PERSONNEL

Policy Code:

GADA

Date Adopted:

4/27/01

The Board of Education recognizes the importance-eéiwice education as a vitalizing
factor and as a factor which promotes progtesvard established educational goals in this
school system. All instructional personnel are encouraged to acquire additional college work for
the purpose of keeping up with new developments in their subject matter field or for the purpose
of working towad a higher degree. The administration and the faculty will make a concerted
effort to discover means of defining school problems and working toward solutions of such

problems to provide the most effectiveservice education. Other activities whichlwil

contribute toward irservice education will be regular faculty meetings, class visitation,
workshops, consultation service, conferences, and attendance at professional meetings.

Whenever possible, iservice workshops will be held on contract days.




Policy
Name:

TO INCREASE THE RACIAL AND
ETHNIC SENSITIVITY OF K-12
TEACHERS AND ADMINISTRATORS

Policy Code:

GADAA

Date Adopted:

4/27/01

The School District shall participate in an inclusive statewide prograncreaise the racial
and ethnic sensitivity of teachers and administrators. The State Board of Education is authorized
and directed to develop the program. "The program shall be implemented during 8211993
school year, contingent upon the availabilitystite staff development funds for this purpose,
and shall serve to assist teachers and administrators in developing a greater awareness of ethnic
and racial differences, improving interpersonal skills, and enhancing racial harmony."

The School Districshall permit the teachers and administrators who have received training in

the program to assist in training other teachers and administrators.




Policy AEA STAFF DEVELOPMENT Policy Code:| GADAB
Name: SESSIONS

Date Adpted:| 5/19/05

It shall be the policy of the School Board that:

The School District shall permit a teacher the opportunity to attend instructional staff
development sessions of the annual Arkansas Education Association (AEA) convention.
Teaders may count up to two (2) days of five and-ba# (5 %2) hours each of attendances at
instructional professional development sessions of the annual AEA convention toward
fulfillment of the 60 hours of staff development required by the Standards foedhation of
Arkansas Public Schools, provided that the sessions have been certified by the State Department
of Education.



Policy GRIEVANCE PROCEDURES Policy Code:| GAE
Name: (Also GCIB)
Page 1 of 2

Date Adopted] 4/22/02

PROCEDURES:

Level I: An employee who believes that there has been a violation of District policy
which directly affects him/her may discuss the concern informally with his/her immediate
supervisor in an attempt to resole problem at the lowest administrative level within ten
workingdays of the employeebds becoming aware of
If the issue cannot be resolved informally, the employee may present a written concern to
the supervisor within five workindays of thepresentation of the informal concern. The
supervisor shall present a written response to the employee within five wdegia@f the
presentation of the written concern to the supervisor, or within five woddgg of the
conference with the employeehighever is later.

Level II: If the employee is not satisfied with the written response, or if no written
response is received within the five workiday period, the employee may appeal to the Deputy
Superintendent (or other person designated by therigtgredent) within ten workindays of
the empl oyeesds receipt of the Level I writte
would have been received. Within five workidgys of the receipt of the written appeal, the
Deputy Superintendent (or desag) shall meet with the employee in an attempt to resolve the
issue. It is the responsibility of the employee to call the Deputy Superintendent (or designee) to
schedule the meeting. If the meeting cannot be held within the five working day period for
unavoidable cause, the Deputy Superintendent (or designee) and the employee may schedule the
meeting at a later date. The Deputy Superintendent (or designee) shall present a written response
to the employee within five workingays after the meeting. The vieib response is deemed to
have been Apresentedod to the employee when th

Level llI: If the employee is not satisfied with the written response from the Deputy
Superintendent, or if no response is receivediwitive workingdays, the employee may
request a meeting with the Superintendent withinten woikkiagy s of t he empl oyee
the Level Il written response or the date on which the response would have been received.
Within five working days of theeceipt of the written appeal, the Superintendent shall meet with
the employee in an attempt to resolve the issue. It is the responsibility of the employee to call the
Superintendent to schedule the meeting. If the meeting cannot be held within therkiregw
day period for unavoidable cause, the Superintendent and the employee may schedule the
meeting at a later date. The Superintendent shall present a written response to the employee
within five workingdays after the meeting. The written response&ed to have been
presented to the employee when the response is placed in the United States mail.



Policy GRIEVANCE PROCEDURES Policy Code:| GAE
Name: (Also GCIB)
Page 2 of 2

Date Adopted] 4/22/02

Level IV: If the emfoyee is not satisfied with the written response from the
Superintendent, or if no response is received within five worttayg, the employee may
request, through the Superintendent of Schools, a hearing before the Board of Education. The
request for théearing before the Board must be made within ten wordayg of the date of the
empl oyeebdbs receipt of the Level 11 written r
have been receivedhe Board will hear the concern at the next regular meedifmpfing the
Superintendentdéds receipt of the hearing reque
date. The hearing may be open or closed at the request of the employee. The Board will render a
decision at the time of the meeting (unless unusisamstances warrant a delay in the decision
until the following regular Board meeting or an intervening special meeting). A decision by the
Board is final.

CONSIDERATIONS:

There shall be no retaliation against the employee as a result of the filingyief’ance.

The employee may be accompanied by a representative of his/her choosing at the Board meeting.
The Board may also be represented by an attorney or other representative.

The grievance procedure may not be used for the purpose of challerigingptang to
remove from a personnel file, or otherwise ob
performance, behavior, etc., whether by way of a formal or informal evaluation or any other
assessment, written, or verbal. The only appropriate respmsseh an evaluation to which the
employee objects is for the employee to place a written response in his/her personnel file.



Policy STAFF PROTECTION Policy Code:| GAEA
Name:

Date Adopted] 6/15/04

A. WORKMAN'S COMPENSATION

Licensedpersonnel are covered for work related injuries or illnesses by the Arkansas
Workmen's Compensation Law. If an employee has a claim, it is necessary to file the required
form and reports in the Superintendent's office as soon as poss#pléhafinjury/iliness.
B. LIABILITY INSURANCE

Liability insurance is provided by the State Board of Education to each public school
employee being classified as follows: All persons requiring licensure by the Department of
Education, school nursestudent teachers, teacher aides, substitute teachers, authorized
volunteers, and school boards. Coverage is PRIMARY to any group policy furnished by any
teacher organization. The coverage is EXCESS to any coverage purchased by a local school
district. The state policy DOES NOT provide automobile coverage. The District has liability
coverage for all schoalwned vehicles used for school activities. The defense of any criminal
charges arising from CORPORAL PUNISHMENT applies to licensed personnel ONEY. Th
defense of any other criminal charges (school boards excluded) will be covered up to $5,000
attorney's fees for incidents arising out of the insured's activities within the scope of his/her
employment, provided the insured is exonerated by a court afrléaw charges are
subsequently withdrawn or dismissed. Employees should report immediately any incident which
could cause a claim to their immediate supervisor or principal, who will in turn report to the
Superintendent. The Superintendent will makeayppate reports to the State Department of
Education.
C. INSULT OR ABUSE OF TEACHERS

Staff members confronted with abuse or insult shall report the incident to the principal of the
school; and after consultation with the Superintendent, the prirgtipald take appropriate and
necessary action in regard to the matter.



Policy FAMILIARITY WITH INMATES Policy Code:| GAF
Name:
Date Adopte: | 4/27/01

Employees will refrain from being overly familiar or personal with inmates, parolees, or any
inmates under release supervision. An employee can be courteous, firm, and fair without being
too familiar. One can be concerned, interestetifeelpful without being emotionally involved.
Undue familiarity decreases the effectiveness of an employee as well as sometimes placing the
employee in a compromising position. (See AR 210.)



Policy RELATIONS WITH INMATES AND Policy Code:| GAFA
Name: PAROLEES

Date Adopted] 4/27/01

In order to command the respect of those persons entrusted to the Department of Correction,
all employees shall conduct themselves in a proper manner. Employees are tdoe fiim
and have a genuine interest in the welfare of all inmates, persons under release supervision and
parolees, treating them with dignity and respect.



Policy COMMITMENT OF RELATIVE OR Policy Cade: | GAG
Name: CLOSE FRIEND

Date Adopted] 5/18/06

If any employee becomes aware that any relative or close friend has been committed or
transferred to the institution of their employment, the employee shall report it to the
principal/dean of students/head teacded the Unit Warden.



Policy USE OF VOLUNTEER SERVICE Policy Code:| GAH
Name: COMMUNITY ACTIVITIES

Date Adopted] 4/27/01

The Department of Correction has established a Volunteer Services Prograrsttio assi
treatment programs of inmates in the institutions, as well as to assist in programs for those
individuals on parole or under community supervision. Individuals interested in volunteer work
for the Department of Corrections should applydssignment in the Unit Warden's/Center
Supervisorodos Office. Each applicant will be
background check. The coordinator of Volunteer Services for the Department of Correction will

be responsible for assistj the unit wardens and administrators in the development of volunteer
programs. (See AR 881).



Policy INSTITUTIONAL TOURS Policy Code:| GAHA
Name:
Date Adopted] 4/27/01

Any tours conducted through the correatl units will be sanctioned and/or approved by the
unit warden/center supervisor or the Director. The Department of Correction reserves the right
to search any visitor who may be suspected of carrying contraband or any item specifically
prohibited by tle Department before granting entry or leaving state grounds. Tours or visitations
will be organized and well supervised by competent personnel of the Department (See AR 401).



Policy STAFF, STUDENT, AND Policy Code:| GAHAA
Name: ADMINISTRATION RELATIONSHIPS

Date Adopted] 4/27/01

School District Personnel are considered employees of the Arkansas Department of
Correction and must abide by their regulations as outlined in the Arkansas Department of
CorrectionAdministrative Regulations and Administrative Directives.

IT IS THE DUTY OF EACH TEACHER TO MAINTAIN A HARMONIOUS
RELATIONSHIP WITH STUDENTS, STAFF AND ADMINISTRATION. THIS INCLUDES
BOTH SCHOOL DISTRICT AND DEPARTMENT OF CORRECTION ADMINISTRATION
AND UNIT PERSONNEL.



Policy STAFF PARTICIPATION IN Policy Code:| GAHB
Name: POLITICAL ACTIVITIES

Date Adopted] 4/27/01

District employees shall not use their official authority or influence for the purpose of
interfering with or affecting the results of an election or nomination for office; directly or
indirectly coerce, attempt to coerce, command or advise a state or local officer or employee to
pay, lend or contribute anything of value to a party, committggnization, agency or person
for political purposes; or be a candidate for public elective office in a partisan election.
Candidacy for political party office is not prohibited. Any political activity shall be in
accordance with all other applicable lawgges, and regulations covering such activity.



Policy GIVING INFORMATION Policy Code:| GAHC
Name:

Date Adopted] 4/27/01

Employees @ specifically prohibited from giving any information or discussing with the
public or friends any matter pertaining to an inmate, person under supervised release, or parolee
except as authorized by the Unit Warden or Administrator. Employees shal fedrai openly
discussing the manner in which any other employees perform their duties and from making any
remarks which tend to reflect upon the character or performance of such employees. They shall
refrain from discussing in the presence of inmatespperander supervised release, or parolees
matters relating to the discipline or management of any institution or the administration of the
Department. Also, personal matters of employees should not be discussed in the presence of
inmates, persons under supised release, or parolees of the Department.

In order to assure that the public's right to information is protected, the Department has
established procedures for providing information to the media and other interested groups.
Representatives of émews media will be treated cordially and respectfully when they are
present at the institutions. Photographs of and interviews with inmates in the institution must be
arranged through the Director or the Unit Warden/Center supervisor. A release mgsete s
by the inmate (See AR 009 and 011).



Policy
Name:

SOLICITATIONS BY STAFF
MEMBERS

Policy Code:

GAl
(Also) GCAA

Date Adopted;

4/27/01

No districtemployee shall knowingly accept any gift(s) from inmate(s)/pafs)etheir
relatives, or friends for preferential treatment from dise#roployees while under district
supervision. No districgmployee shall receive compensation from any firm, person, or
corporation conducting business with the district in exchamigadvantage in securing
commerce with the district




Policy GRATUITIES, BRIBES AND GIFTS Policy Code:| GAIB
Name:
Date Adopted] 4/27/01

Employees are not permitted to accept gratuities or gifts from amgt@) parolee, persons
under release supervision, or their friends and relatives. This rule can be superseded only by
written permission from the Director or Unit Warden (See AR 206).

Any correspondence received by employees from inmates or familypensmther than in
the course of assigned duties shall be immediately reported to the unit warden or center
administrator.



Policy DEALING WITH INMATES Policy Code:| GAIC
Name:

Date Adopted] 4/27/01

Under nocircumstances shall employees trade or traffic with inmates; neither shall they
convey any message, written or verbal, from one inmate to another or to any person out side the
institution. Trading or trafficking shall be defined as giving, securing, buglgng, receiving,
or trading anything not authorized by the institution (See AR 206, 210, 225, and 410).



Policy PERSONNEL RECORDS Policy Code:| GAK
Name:

Date Adopted] 5/18/06

The Board of Educatioshall require complete current personnel records on all employees.

All information contained in an employee's records shall be considered confidential and shall
not be transmitted to other persons or agencies without written approval by said englagee,
subpoenaed by legal authorities. It shall be the responsibility of each employee to insure that
his/her central office and local school personnel files are complete and current in compliance
with established Board procedures. The personnel fdacdh employee shall be available to the
teacher for inspection and copying at the employee's expense. The employee may submit for
inclusion in the file written information in response to any of the information contained in the
file.

The teacher wilbe notified by the principal/dean of students/hsther or Superintendent
upon any additions to his/her or her personnel file.

All teachers are required to have the following materials on file in the office of the
Superintendent of Schools:
Cy of transcript of college work.
A signed W4 Form for deductions and Form AR 4EC for state withholdings.
Retirement application and/or appropriate forms.
Teaching certificate.
. Other completed forms which may be required by the Blistri
or State.

arwnE



Policy
Name:

CONFIDENTIAL NATURE OF
RECORDS

Policy Code:

GAKA

Date Adopted:

4/27/01

The records or files of an inmate, relative to medical reports, psychiatrist reports, working
documents, educational reds etc., are highly confidential and may not be released or discussed
except as provided in Administrative Regulation. Reasonable requests from relatives, attorneys,
law enforcement officers, and news persons for other information may be granted.eHiles ar
to be removed from institutions without the permission of the Warden/Center Supervisor. When
in doubt about the confidentiality of a document, consult the Unit Warden/Center Supervisor or

the department's Public Information Officer (See AR 225).




Policy SERVICES Policy Code:| GAKAA
Name:

Date Adopted] 4/27/01

TRAINING - The ADC Training Section is charged with the responsibility of establishing and
maintaining a continuing preervice and ikservice trainingprogram, which deals with basic
training and supervisory training for all personnel. All new employees will be given prescribed
orientation training on the commencement of employment. All employees are required to
participate in the wservice training prgram as directed. When work schedules permit,
employees may attend-gervice training classes on state time during regular working hours.

The Training Section is also responsible for thegaevice academy basic training program
for all new securit employees.



Policy SALARY DEDUCTIONS Policy Code:| GAL
Name:
Date Adopted] 4/27/01

Except for payroll deductions required by the state or federal government, all deductions
made from salary shall be subjéztoe Board approval and voluntary on the part of the
individual
employee. For all voluntary deductions, the employee shall complete a form authorizing the
deduction and the specific amount. The Superintendent is authorized to establish reasonable
cut-off dates for payroll deduction requests.

WITHHOLDING TAXES
The following are mandatory tax withholdings:

A. FEDERAL AND STATE INCOME TAX- Determined by your salary and information
from your withholding statements (Form-4y. If at any time you decide to change your
withholding, contact your personnel officer.

B. SOCIAL SECURITY TAXES- Determined by the current rate established by the Federal
Government, obtainable from your Payroll Office.



Zo”cy_ STAFF RIGHTS AND Policy Code:| GAM
ame. RESPONSIBILITIES
Date Adopted] 4/27/01

The Board of Education recognizes that each employee has the same civil and constitutional
rights as any other citizen. Such rights shall be segeat all times, but shall be restricted if
their exercise materially interferes with the educational process. No other rights and
responsibilities shall be accorded staff members unless specifically incorporated in the contracts
of employment enteredtim between the Board of Education and the employee.



Policy POST SECONDARY PROGRAMS Policy Code:| GAN
Name: CEA Standard Number 63

Date Adopted] 5/19/05

Unit educational administrators will provide supgortpost secondary programs. Support
may be in the form of providing classes and assisting community college employees in
organizing post secondary programs. Unit principals will act as proctors for correspondence
course tests.



Policy PROFESSIONAL STAFF Policy Code:| GB
Name: (PHILOSOPHY CONCERNING .
. STAFFING) Date Adopted] 6/15/04

In order to achieve the learning objectives established by the Board, the classrooms must be
staffed by competent, professaneachers. All other elements of learningnaterials,
buildings, administrators, organization, and procedurg®ugh important, are secondary to the
caliber of teacher assigned to the classroom. The recruitment, appointment, motivation, and
retenton of good teachers takes priority in the allocation of administrative energy.

We believe that the following characteristics describe the type of teacher wanted in the
District schools:
1. Teachers prepared to meet the licenspeeifications andrpscriptions, preferably beyond,
and who recognize that learning is an es@ntinuing process.
2. A staff diversified in methodology so that inmates can profit from the challenges of a variety
of teaching techniques in keeping with accepted learningiples.
3. Teachers who recognize that inmates differ in their capacities for mastering the various
subject matters and that each pupil in this District is entitled to discover and perform to his/her
intellectual capacity.
4. Teachers who regoize that motivation for learning is the primary task of a teacher.
5. Teachers who recognize that learning takes place in a variety of ways and stems from
numerous sources, of which the school is just one important source.



Policy PROGRAM APPROVAL Policy Code:| GBA
Name: CEA Standard 11

Date Adopted] 5/19/05

Additional educational programs are proposed by the Chief Educational Officer as needed,
usually concurrently with the opening of new prison facilitiegpval will be granted by the
Board of Education.



Policy
Name:

PAY DATES

Policy Code:| GBAA

Date Adopted] 5/22/08

Monthly pay will be by direct deposit on the"16 f

each

mont h amsued uneos

on the 18 of that month in the amount due for the months of &muly. Augusd pay will be

issued on the 150f August if funds are availabléll personnel will supply the necessary
documentation from their bank in order for bookkeepingxecute direct deposit of monthly

pay. If an employee changes banks during the course of a contract year, it is the responsibility of
the employee to immediately notify the bookkeeping department of the school.



SALARY SCHEDULES Policy Code:| GBAB

Policy Date Adopted] 5/18/06
Name:

Teachers will be paid in accordance with the current salary schedule adopted by the
Department of Corrections School Boaféachers with oubf-state experience will receive ene
hdf credit for each year up to a total of 10 years experience.



RETURNING CONTRACTS GBABA

Policy
Name:

Policy Code:

Date Adopted] 4/24/07

An employee shall have thirty (30) calendar days from the date of thptrethis
contract for the following school year in which to return the contract, signed, to the office of the
Superintendent. The date of receipt of the contract shall be presumed to be the date of a cover
memo, which will be attached to the contract.

Failure of an employee to return the signed contract to the office of the Superintendent
within thirty (30) calendar days of the receipt of the contract shall operate as a resignation by the
employee. No further action on the part of the employee, theiStgrelent, or the School
Board shall be required in order to make the



Policy HOLIDAY PAY FOR CENTRAL Policy Code:| GBAC

Name: OFFICE PERSONNEL
Page 1 of 2 Date Adopted] 4/27/01

The Arkansas Department of Correction observes the following

holidays:

New Year's Day January 1

Martin Luther King and Robert Third Monday in January
E. Lee's Birthday

George Washington's Birthday Third Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Veterans Day Novenber 11
Thanksgiving Day Fourth Thursday in November
Christmas Eve Day December 24

Christmas Day December 25

THE EMPLOYEE'S BIRTHDAY- Employee is granted one holiday to alvgehis or her
birthday.

The Governor, by Executive Proclamation, may proclaim additional days in observance of
special events, or for other reasons at his/her discretion.

EXCEPTION 1: Except for the employees birth date listed epal department offices will
be closed on all other legal holidays. However, those closings do not apply to those state offices
and employees who are essential to the preservation and protection of the public peace, health
and safety.

EXCEPTION 2:When a legal holiday falls during a general or special session of the
Legislature, the department offices shall remain open and maintain on duty only the minimum
number of employees necessary to carry on the business of the office, unkesdfites are
permitted to close by Resolution of the General Assembly.

ELIGIBILITY FOR HOLIDAY PAY AND/OR EQUIVALENT TIME OFF

A. HOLIDAY PAY - To be eligible for holiday pay, the employee must be in pay status on
the last scheduled woday before the holiday and on the first scheduled work day after the
holiday.

(This applies to Extra Help employees also.)



Policy HOLIDAY PAY FOR CENTRAL Policy Code:| GBAC

Name: OFFICE PERSONNEL
Page 2 of 2 Date Adopted] 4/27/01

B. HOLIDAY DURING LEAVE - When a holiday falls while an employee is on annual
(vacation) or sick leave, that day will be charged as a holiday and will not be charged against
t he e mp Inewaly(weatios) oraiok leave.

C. HOLIDAY DURING DAYS OFF-When a hol i day falls on an
scheduled day off, the employee will be given equivalent time off.

The following provisions apply to employees who cannot takieldéid off as scheduled:

1. Employees must work on holidays when the needs of the district required it. This need will
be determined by the Superintendent.

2. Days off in lieu of holidays worked may be taken at a time approved by theye®sl
supervisor and are to be taken as soon as it is practical.

3. Supervisors are responsible for scheduling days off in lieu of holidays worked by their
employees. Supervisors are responsible for informing theilosgregs of the schedule and of
the observance of all provisions.

4. If a holiday falls on a pattime employee's day off, permission may be granted to take an
equitable amount of time off at a later date with the approval of#inden or supervisor in
charge.

Holidays which occur on a Saturday will be observed on the preceding Friday. Holidays which
occur on a Sunday will be observed on the succeeding Monday, or as announced by
Governor's Proclamation. Othefanmation may be obtained at the Unit Personnel Office or
the Central Personnel Office.



Policy
Name:

DRAWING SALARIES FROM TWO
STATE AGENCIES

Policy Code:

GBAD

Date Adopted;

4/27/01

No person drawing salary or other qoensation from one State agency shall be paid salary or
compensation other than actual expenses from any other agency/institution. An exception may
be approved by the Chief Fiscal Officer of the State after the head of each agency/institution

provides written certification that:

1. The work performed for the other agency does not interfere with the proper and required

performance of the person's duties in the primary position.

2. The combined salary payments from the agemmasot exceed the larger maximum
annual salary of the linkem position authorized for either agency from which the employee is
being paid.

Requests for such activity will be submitted in writing to the Superintendent, who will
approve or deny,ral then be forwarded to the Deputy Director of Administrative Services, who

will seek the Director's action.




Policy PROFESSIONAL STAFF POSITIONS Policy Code:| GBB
Name:
Date Adopted] 6/15/04

All licensedstaff positons are created only with the approval of the Board. It is the Board's
intent to activate a sufficient number of positions to accomplish the School District's goals and
objectives.

Before any new position is established, the Superintendent widrdrés the Board's
approval, a job description for the position which specifies the job holder's qualifications, the job
performance responsibilities, and the method by which the performance of these responsibilities
will be evaluated.

The Board alsinstructs the Superintendent to maintain a comprehensive atoddape set
of job descriptions of all positions in the school system.



Policy QUALIFICATIONS OF TEACHERS Policy Code:| GBBA
Name:

Date Adopted] 6/15/04

All licensedpersonnel employed by the Department of Correction School District must
possess those qualifications set forth by the State Department of Education. It is recognized by
the Board of Education that these qualifications are set uptogbe minimum standards;
therefore, it is the policy of this School District to employ persons who exceed these minimum
requirements whenever possible.

All instructional personnel must maintain on file in the Superintendent's office the following
information:

Signed contract

Arkansas Teacher Certificate

Social Security number

Health Certificate

Statement of number of dependents
Official transcript of all college work
Current addass and telephone number
. Teacher retirement number

DEGREE AND LEGAL STANDARDS. All teachers shall hold a baccalaureate degree from
an institution accredited by a regional accrediting association, and shall meet the legal standards
for teaclers in the state in which they are employed. Graduates edicwadited institutions
may have their undegraduate work validated by admittance to graduate standing and
completion of a minimum of five semester hours of credit in a regionally accreditedage
college.

GRADUATE WORK FROM ACCREDITED INSTITUTIONS. Whenever in these
standards a Master's Degree or graduate work is required, the work must have been taken in a
regionally accredited institution. Work in a foreign university will be ataapnly if the work
is
evaluated by the graduate division of a regionally accredited University and is declared the
equivalent of similar graduate work in an American institution. The graduate division must also
declare that the foreign University is established and internationally recognized institution.

GENERAL PREPARATION. All teachers shall have had student teaching or served an
internship as part of an approved teacher education program in a higher institution accredited by
one of the six rgional accrediting associations and shall have satisfactorily completed course
work in such areas as the learning process, measurement, philosophy, psychology, social
foundations, and curriculum totaling at least 18 semester hours. Satisfactory teaphimenee
may be substituted for the student teaching requirement where state liqeersuits.

(Interpretation If teaching experience is offered in lieu of student teaching up to six hours of
professional preparation will be waived, in accordance thighpractice prevailing in the specific
state and provided the teacher is fully licensgdhe state.)
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Policy LICENSURE AND RELICENSURE Policy Code:| GBBAA
Name:

Date Adopted] 6/15/04

It shall be the policy of the Board of Educatitatt
1. All administrative, teaching, and other personnel, shall meet appropriate state licensure and
renewal requirements.
2. Personnel holding a probationary license or any other such license which results in an
accreditation violation @y be used in emergencies only and may not be replaced by a person
not fully qualified for the position, unless appropriate documentation is provided to the State
Department of Education describing effort to hire a qualified individual.
3. Licersure renewal in a subject area shall require intervening educational experience related
to that subject area.
4. Licensure renewal for administrative and other personnel shall require appropriate
intervening educational experience related to theparsibilities.
5. Issuance and revocation of a license shall be in accordance with Arkansas statute and State
Board of Education regulations promulgated for such action.
6. The state licensure system shall include a process designated te prailitied individuals
applying for a license an alternative to completion of a traditional teacher education
program.



Policy JOB DESCRIPTION: Policy Code:| GBBAB
Name: INSTRUCTIONAL STAFF

Date Adopted] 5/1806

The teacher shall be employed by the Department of Correction School District and be directly
responsible to the principal/dean of students/tieadher. The teacher is accountable for certain
functions, procedures and activities of the school.

A. DUTIES AND RESPONSIBILITIES

1. To work in close harmony with the unit principal/dean of studentstie@atier and follow
the proper chain  of command.

2. To plan and direct learning activities of inmate students in the ab@ssro

3. To keep an accurate record of student attendance and maintain proper records.

4. To assist in selection of text books and related materials.

5. To recommend student advancement.

6. To perform various other job related dutssrequired.

B. QUALIFICATIONS

The individual holding this position shall have a current teaching ligartke appropriate
field as a minimum requirement.

1. State Department of Education Regulations: Employees of the Szistait will be
required to meet all regulations of the State Department of Regulations.

C. HEAD TEACHER
TheHead Teaches utilized at units where the population and school enroliment will not
justify a full time principal. Tks person has both teaching and certain administrative and
supervisory duties and responsibilities. The head teacher will be responsible for evaluating the

unitdés teaching personnel. The Superintendent

evaluatinghe head teacher.



Policy Name: DUTIES AND RESPONSIBILITIES OF Policy Code:| GBBAC

THE SUPERINTENDENT OF
SCHOOLS Date Adopted] 4/24/07

Page 1 of 2

The Superintendent of Schools shall be directly responsible @AReof theCorrections
School Systenfor the planning, development, coordination and supervision of educational
programs and related services for the Department. He/she shall asstexkigat the
philosophy and policies of the Board of Correction are being aditere

A. DUTIES AND RESPONSIBILITIES

1. To be responsible for coordinating and supervising the total educational program and
related services for the department.

2. To provide assurance that all educational and related personney eaithpdepartmental
and institutional rules, regulations, and policies.

3. To develop written policies, guidelines, and operational procedures for the education
services.

4. To assist in recruitment, selection, training, and evaluation of edini@gtiersonnel. To
establish and implement goals, objectives, and standards for programs, budget development,
fiscal control, regular inspection of institutional educational facilities, and programs, and to
coordinate research.

5. To be responsibl®f compliance with laws, policies, practices, and procedures, which are
relative to the School District situation as set forth by the Department of Education.

6. To be accountable for all records, reports, and general paperwork necessary to @erate th
total educational program.

7. To maintain attendance records.

8. To be responsible for curriculum development, scheduling of classes and personnel,
procurement of instructional materials, and supervise supplies.

9. To investigate new andnovative educational programs and facilities. To constantly strive
to keep advised of the times and educational programs of the highest possible standard.

10. To establish, coordinate, and maintain a record system of all educational activities.

11. To prepare regular reports of all educational activities for defined personnel.

12.To be responsible for a written report following an annual site visit evaluating personnel,
facilities, and procedures for each school facility.

13. To parttipate in training programs for employees.

14. To assist in arranging and conducting graduation exercises.

15. To be responsible for planning and implementing programs and special projects as
designated by th€AO.



Policy
Name:

DUTIES AND RESPONSIBILITIES OF
THE SUPERINTENDENT OF
SCHOOLS

Page 2 of 2

Policy Code:

GBBAC

Date Adopted;

4/24/07

B. QUALIFICATIONS

The individual holding this position shall have state licensehool administration. In

addition, some experience is required.
1. RELATIONS WITH STAFF

1. WARDENS- The Superintendeshall work closely with Unit Wardens in developing

and maintaining educational programs and related services to meetuatiunit needs,

keeping them involved in planning and informed about ongoing programs. Teachers and

educational personnel, will, for administrative purposes, be under the Supervision of the

Superintendent. Wardens shall maintain line authority oveeatlonnel assigned to their units.
2. STAFF- The Superintendentill provide supportive services when feasible and

cooperate with all members of the staff.




Policy
Name:

Duties and Responsibilities of

Finance

Assistant/Deputysuperintendent for

Policy Code:

GBBACA

Date Adopted;

4/24/07

pro

wh e
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10.

The Assistant/Deputy Superintendent for Finance shall be directly responsible to the
Superintendent of the Arkansas Correctional School. He/she shall ensure that all financial
transactions are in accordance with state law. He/she shall work with district personnel to
vide financi al support
A. DUTIES AND RESPONSIBILITIES
Supervises the management of the financial affairs of the lschoo

Assumes responsibility for budget development and-lange financial planning

for t

he distri

Establishes and supervises a program of accounting adequate to record in detail all

money and credit transactions.
Supervises all accounting operations.
Acts as payroll ofter for the district.
Manages the distri

ct 6s

real

Administers a budget control program for the district.
Arranges for the internal auditing of school accounts.
Purchases by competitive bidding, informal quotations, andtia¢igo, items of supply
and equipment necessary for the operation of the school.

Assists in hiring personnel.

11.Performs various and other job related duties as required.
B. QUALIFICATIONS
Theindividual holding this position shall have a Bachelors Degrebusiness,
accounting, or related field, or be a licensed school administrator.

estate

and

ct 6s
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Policy
Name:

Duties and Responsibilities of Policy Code:| GBBACAA
Assistant/Deputy Superintendent of
Schools Date Adopted] 4/24/07

The Assistant/Deputy Superintendent of Schools shall be directly responsible to the

Superintendent of the Arkansas Correctional School. He/she shall work with the superintendent
to provide supervision for the educational programs.
DUTIES AND RESPONSIBILITES

1.
2.

3.

© N O

Assists in coordinating and supervising the total educational program.

Prepares drafts of needed Board policies, administrative rules, and status reports for the
superintendentdéds review and action.
Communicates to the superintendent the requiremedtaeads of the district as

perceived by staff members.

Remains abreast of developments and innovations in the field by reading current
literature, attending professional meetings and conferences, and discussions with others
in the field.

Conducts researan correctional education and related fields.

Assists in planning appropriate professional development activities for the district.
Works with ADC staff to maintain coordination with correctional and educational staff.
Performs various and other job st as required.

B. QUALIFICTIONS
The individual holding this position shall have a state license in district level school
administration. Some additiahexperience is required.



Policy JOB DESCRIPTION: PRINCIPAL Policy Code:| GBBAD
Name:

Date Adopted] 6/17/09

The Principal shall be employed by the Department of Correction School District and be
directly responsible to the Superintendent. The Principal shall have administrative and
supervisory duties and respondii®ls, and is accountable for certain functions, procedures, and
activities of the School District.

A. DUTIES AND RESPONSIBILITIES
1. Directly responsible to the Superintendent of Schools.

2. Works in close harmony with unit personnel.

3. Plans and décts learning activities of inmate students in the-gi@aed curriculum.

4. Administers school attendance, maintains proper records, and files necessary school district
reports.

5. Coordinates development of course of study outlines and lesson plarsdrigtional
purposes.

6. Recommends various teaching materials and media.

7. Assists in selection of necessary textbooks and related materials.

8. Assists in developing budgets amdjuests supplies, materials, and instructional aids.

9. Assists in maimiining and gathering various statistical information.

10. Recommends student placement and advancement.

11. Perform various and other job related duties as required.

12. The Principal is the teachers' immediate supervisor and is responsible for teddaépryva

B. QUALIFICATIONS
The individual holding this position shall be licendsdthe State Department of Education.



Policy JOB DESCRIPTION: Policy Code:| GBBADA
Name: DEAN OF STUDENTS

Date Adopted] 5/18/06

The Dean of Students may be employed by the Arkansas Correctional School and be

directly responsible to the Superintendent. The Dean of Students shall have administrative
responsibilities, and shall be accountable for certain functions, procedurestiatidsaof the

district. The Dean of Students will supervise unit schools with fewer than eight (8) teachers. The
implementation of this policy will be accomplished through attrition.

A: DUTIES AND RESPONSIBILITIES

1. Directly responsible to the superintient of schools

2. Works in close harmony with unit personnel

3. Plans and directs learning activities of inmate students in thgnaoled curriculum

4. Administers school attendance maintains proper records, and files necessary school
district reports

5. Coordinats development of course of study outlines and lesson plans for
instructional purposes

6. Recommends various teaching materials and media

7. Assists in selection of necessary textbooks and related materials

8. Requests supplies, materials, and instructional aids

9. Asdsts in maintaining and gathering various statistical information

10.Recommends student placement and advancement

11.Performs various and other job related duties as required

122The Dean of Students is the teachersodo i mn
teater evaluation.

B. QUALIFICATIONS

The individual holding this position shall be licensed by the State Department of

Education.



Policy DUTIES AND RESPONSIBILITIES OF Policy Code:] GBBADAA

Name: THE DATA MANAGEMENT
SPECIALIST Date Adpted:| 4/24/07

The data management specialist works under the direct supervision of the
assistant/deputy superintendent.
. DUTIES AND RESPONSIBILITIES
Manages the district electronic student database
Inputs educational records
Scans documents into thestiict database.
Updates student records on district server.
Notifies principals of database updates.
Regularly meets with principals to get feedback and monitor the system.
Works with principals as needed
Assumes other duties as assigned by the supedigrién
Qualifications
The individual holding this position shall have an Associate of Arts degree or experience
in a related field.
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Policy Name: JOB DESCRIPTION: ASSISTANT Policy Code:| GBBADAAA
PRINCIPAL

Date Adopted] 8/6/09

The Assistant Principal shall be employed by the Department of Correction School District
and be directly responsible to the Principal. The Assistant Principal shall assist the principal with
administrative and supervisory duties and reslitges, and is accountable for certain
functions, procedures, and activities of the School District.

A. DUTIES AND RESPONSIBILITIES
. Works in close harmony with unit personnel.
. Assists in selection of necessary textbooks and related materials.
. Assists in maintaining and gathering various statistical information.
. Assists with attendance records and student discipline.
. Performs various and other job related duties as required.

O wWNPEF

B. QUALIFICATIONS
The individual holding this pdson shall be licenselly the State Department of Education.



Policy ACCEPTABLE USE POLICY FOR Policy Code:| GBBAE
Name: TECHNOLOGY

Date Adopted] 6/17/09

Security for access to the Internet will be of the utmostern. No minors will have access
to the Internet. No inmate will be allowed access to an online computer. Educational information
will be dispersed according to applicable laws.

A computer room will be provided to allow ACS teachers access to thadht@he
location of the room and the locking system will be approved by ADC security and IT personnel.
The computer room will be locked except when teachers are present. The computers and data
cables used in this area will be approved by ADC IT perso@oehputers in the room will be
secured by passwords assigned to each teacher. Every teacher will log on and off the computers
to ensure Internet security.

The Internet will be used for educational purposes only. Instructors will be able to download
material for use in class. Instructors will also be able to use the Internet for professional
development activities and research.

Arkansas Department of Correction and ACS equipment and software will only be used for
educational purposes. Employeedl wot utilize Department of Correction or district equipment
for personal use. Cellular telephones purchased by the district will only be used for official
district business.



Policy INVENTORY DISPOSAL Policy Code:| GBBAF
Name:

Date Adopted] 5/18/06

Fixed assets that are no longer operable may be disposed of only after the unit principal/dean
of students/head teacher has received approval from a minimum of 2 (two) central office
administrators.



Policy STUDENT TEACHERS Policy Code:| GBBAG
Name:

Date Adopted] 4/27/01

It shall be the practice of the District to work with the tea¢haning institutions in
connection with the student teaching program in the line avidmgements required by each
institution. Generally these arrangements provide:

That a student teacher is assigned to a cooperating teacher for a period of time determined by
the college.

That the student teacher adheres to all requiremenesidoof a regular staff member.

That during this time, the student teacher is under the supervision of his/her college or
university.

That all arrangements by the teachrarning institution making available to the cooperating
teacher a stipenghall send it directly to the teacher.

That all arrangements by the teachrarning institution shall be made through the principal's
and Superintendent'’s office.

That the Superintendent shall work with the principals in arranging the assignmen

That no regular teacher shall be assigned a student teacher unless he/she is agreeable to this
arrangement.

The staff of the Department of Correction Schools has been very cooperative in all phases of
this program and has accepted these assegts as an obligation to the profession in preparing
better qualified teachers.



Policy RECRUITMENT Policy Code:| GBC
Name:
Date Adopted] 4/27/01

The Board recognizes the Superintendent of Schools as the chief exedfitier of the
Board, and places upon him/her the responsibility for recommending the appointment of
personnel.

Although the Superintendent may assign to others certain duties respecting the appraisal of
the qualifications of candidates, the finl@lcision concerning the recommendation of candidates
shall be the responsibility of the Superintendent. All recruitment and hiring practices shall
adhere strictly to applicable equal employment opportunity policies and regulations.

Notice of staff opnings will be available in the Superintendent's office.



Policy MINORITY TEACHER/ Policy Code:| GBCA

Name: ADMINISTRATOR RECRUITMENT
PLAN Date Adopted] 4/27/01

It shall be the policy of the Board of Educatihiat beginning with the 19923 school year
that the school district shall prepare a minority school teacher and administrator recruitment plan.
The plan shall place emphasis on recruitment of African Americans and other members of
minorities for teachesind administrator positions and on encouraging minority students to
pursue a career in education. Recruitment plans shall cover the next ten (10) year period and set
forth the goal of developing equity in employee composition that reflects racial and ethni
diversity. The plan shall be a part of the Equity Assistance Plan filed annually with Equity
Assistance Center of the State Department of Education and shall be updated annually for an
additional ten (10) years.

The minority teacher and administratecruitment plan shall include but not be limited to the
following information:
1. The goals of the school district for the recruitment of minority teachers and administrators for
the next school year and for the next ten (10) school years;
2. The stepthe school district has taken to meet its goals;
3. The progress of the school district in recruiting minority teachers and administrators;
4. The measure the school district will use to meet its employment goals;
5. If the school district did not meet thistrict's goals for the previous reporting period, the
school district shall state the reasons for not meeting the goals;
6. The steps the school district will take to encourage minority students to pursue a career in
education;
7. The number and percage of members of racial minorities who were employed as teachers
or administrators in each of the last five (5) years; and
8. The racial composition of the student body and the racial composition of the residents of the
district.

The school districshall establish a minority teacher/administrator goal at least equal to the
percentage of minority students of the district.

The school district shall designate an employee to coordinate implementation of its
recruitment plan. The designated Equitysissance Coordinator in the school district may serve
as the coordinator of the district's recruitment plan.






