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Introduction
The purpose of this handbook is to provide information that will help with questions and pave
the way for a successful year. Not all district policies and procedures are included. Those that are
have been summarized. Suggestions for additions and improvements to this handbook are
welcome and may be sent to Marilyn Banik, Human Resource Department, at 836-1115 or email
at mbanik@chinaspringisd.net .
This handbook is neither a contract nor a substitute for the official district policy manual. Nor is
it intended to alter the at-will status of non-contract employees in any way. Rather, it is a guide
to and a brief explanation of district policies. District policies and procedures can change at any
time; these changes shall supersede any handbook provisions that are not compatible with the
change. For more information, employees may refer to the policy codes that are associated with
handbook topics, confer with their supervisor, or call the appropriate district office.
Policy manuals are located in each campus principal’s office, as well as the central business
office and are available for employee review during normal working hours. District policies are
online at www.chinaspringisd.net, click on the “Policy Online” link.
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RECEIPT FOR THE FOLLOWING:
Substitute Employee Handbook
Tobacco, Alcohol, & Drug-Free Policy
Criminal Authorization & Background Check Policy
Name ___________________________________________________
I hereby acknowledge receipt of my personal copy of the China Spring ISD Substitute Employee
Handbook. Included in this handbook are district policies for tobacco, alcohol, and drug abuse concerning
the tobacco, alcohol and drug free workplace and the criminal authorization & background check policy. I
agree to read the handbook and abide by the standards, policies, and procedures defined or referenced in
this document.
The information in this handbook is subject to change. I understand that changes in district policies may
supersede, modify, or eliminate the information summarized in this booklet. As the district provides
updated policy information, I accept responsibility for reading and abiding by the changes.
I understand that any modifications to contractual relationship or any alterations of at-will relationships are
not intended by this handbook.
I understand that I have an obligation to inform the personnel department, located at the central business
office, of any changes in personal information, such as phone number, address, etc. I also accept
responsibility for contacting the campus supervisor or the central business office if I have questions or
concerns or need further explanation.
______________________________________________
Signature

___________________________
Date

Note: A copy of this form will be provided for you to sign, date and return to the central business office, Personnel
Department.

China Spring ISD does not discriminate on the basis of sex, disability, race, color, age or national origin in its educational
programs, activities, or employment as required by Title IX, Section 504 and Title VI.
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Mission Statement
Our mission, in partnership with the community, is to provide individualized
learning experiences to prepare students for success in life.

Vision Statement
Our vision in China Spring Independent School District is to strive for continuous
improvement of our educational system by providing opportunities for all to
achieve excellence.

Belief Statement
Embracing diversity, collaboration, and inclusion are necessary for success.
Attitudes and action drive change for significant improvement.
All students can reach their greatest potential by becoming independent, productive
life-long learners.
Accountability and responsibility are shared by all.
Our educational system promotes a shared culture serving all stakeholders.
Empowered and purpose driven leaders are vital at every level.
Adult learning models a life-long commitment to success.
All stakeholders will exhibit moral and ethical behavior.
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Mission Statement
Policy AE

The mission of the China Spring Independent School District is to provide a quality education to
each of the students in the district. The district recognizes the need for a well-rounded,
disciplined, educational environment including academic, extra-curricular, and social
experiences in order that students may become effective, participating members of society.
The district is committed to the belief that all children can learn and must be provided the
opportunity to master the basic skills, develop thinking and problem-solving skills, and realize
individual potential. As education is a lifelong process, the district seeks to orient
Its’ educational opportunities toward preparing students to meet the complex situations they will
face as adults, both as individuals and as citizens in a democracy.

Description of the district
China Spring ISD covers 75 square miles and is generally considered to be a suburb of Waco.
The district is projected to serve approximately 2900 students and is experiencing continuous
growth. CSISD has high academic goals and standards for its students as evidenced by its strong
commitment to instructional improvement and staff development. All campuses have received
high marks from the Texas Education Agency for outstanding student performance on the
STAAR (State of Texas Assessments of Academic Readiness) exams. Please visit the district’s
website at www.chinaspringisd.net for more information regarding district programs.
Facts and Figures (2017-2018 data):
Assessed taxable values
Tax Rate
Operating budget
Certified Teachers
Educational Aides/Support Staff
Enrollment (Fall, 2017):
Elementary

$695,413,727.
$
1.387194
$ 26,232,279.
189
171

PPCD – 3rd grade

873

Intermediate

4th grade – 6th grade

638

Middle School

7th grade – 8th grade

428

High School

9th grade – 12th grade
Total

Ethnic Background (Fall, 2017):
Anglo/Non Hispanic
Hispanic
African-American
Native American
Asian
Hawaiian/Pacific Islander
Two or More

817
2,756

73.66%
17.24%
4.64%
.15%
1.42%
.07%
2.83%
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Goals and Objectives
Policies AB, AF
The academic goals of China Spring Independent School District are to serve as a foundation for
a well-balanced and appropriate education. The students in the China Spring School System will
demonstrate exemplary performance in:

Goal 1:
Goal 2:
Goal 3:
Goal 4:

The reading and writing of the English language.
The understanding of mathematics.
The understanding of science.
The understanding of social studies.

China Spring Independent School District will ensure that all the districts children have access to
a quality education that enables them to achieve their full potential and fully participate now and
in the future in the social, economic, and educational opportunities in state and nation. A
successful China Spring education system is directly related to a strong, dedicated, and
supportive family and that parental involvement in the school is essential for the maximum
educational achievement of a child. The objectives of the China Spring Independent School
District are:
Objective 1:
Objective 2:
Objective 3:
Objective 4:
Objective 5:
Objective 6:
Objective 7:
Objective 8:

Objective 9

Parents will be full partners with educators in the education of their
children.
Students will be encouraged and challenged to meet their full educational
potential.
Through enhanced dropout prevention efforts, all students will remain in
school until they obtain a diploma
A well-balanced and appropriate curriculum will be provided to all
students.
Qualified and highly effective personnel will be recruited, developed, and
retained.
Texas students will demonstrate exemplary performance in comparison to
national and international standards.
School campuses will maintain a safe and disciplined environment
conducive to student learning.
Educators will keep abreast of the development of creative and innovative
techniques in instruction and administration using those techniques in
instruction and administration using those techniques as appropriate to
improve student learning.
Technology will be implemented and used to increase the effectiveness of
student learning, instructional management, staff development, and
administration
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DIRECTORY
Administration
Superintendent, Marc Faulkner, Ed.D
Assistant Superintendent, Kevin Pitts, Ed.D
Executive Director or Curriculum & Instruction, Jennifer Crook
Executive Director of Business & Finance, Brenda Poteet
Director of Special Education, Cherish Hermes
High School Principal, Max Rutherford
High School Assistant Principal, Robert Rogers
High School Assistant Principal of Curriculum, Lisa Howard
Middle School Principal, Kristen Dutschmann
Middle School Assistant Principal, Lath Boykin
Intermediate Principal, Heather Jenkins
Intermediate Assistant Principal, Jimmy Ross
Elementary Principal, Kimberly Coe
Elementary Assistant Principal, Leslie Smith
Elementary Assistant Principal of Curriculum, Jeremy Gilbert
DAEP / TAG Principal, Miranda Brown
Athletic Director, Mark Bell

836-1115
836-1115
836-1115
836-1115
836-1115
836-1771
836-1771
836-1771
836-4611
836-4611
759-1200
759-1200
836-4635
836-4635
836-4635
836-0676
836-0025

Helpful contacts
From time to time, employees have questions or concerns. If those questions or concerns cannot
be answered by supervisors or at the campus or department level, the employee is encouraged to
contact the appropriate department as listed below.
Accounts Payable/Receivables
Athletic Department
Bands Director
Cheer Sponsors

Chief of Police
Choir Director (Int, MS, HS)

Counselors

Counselors’ Assistant
Dance Director
District Testing Coordinator

Missy Eckenrode
Kris Skinner, Secretary
Marc Nichelson (HS)
Kortney Randolph, Varsity
Tabitha Hymel, JV
Shriena Ghazzagh, MS
Shanna Sanders
Daniel Farris (MS,HS)
Jennifer Needham (MS,HS)
Ashlee Lee (Int)
Sue Bartee (Elem)
Megan Cox (Elem)
Anne Trevino (Int.)
Jennifer May (Int.)
Rebecca Bilz (MS)
Jami Bihl (HS)
Meghan Harvey (HS)
Cindy Davis (At-Risk)
Dana Whitney (HS)
Amber Rokas
Miranda Brown

836-1115; fax 836-4299
836-0025
836-1771
836-1771
836-1771
836-4611
836-1771
836-4611
836-4611
759-1200
836-4635
836-4635
759-1200
759-1200
836-4611
836-1771
836-1771
836-1771
836-1771
836-4635
836-1771
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Drama Director
Facility Use
Maintenance Director
Director of Technology
Nurses

Payroll
Personnel
Receptionist, Admin. Bldg.
Special Education / LSSP
Special Education/ Diagnostician
Special Education / Diagnostician
Special Education / Diagnostician
Special Education Clerk
Network Administrator
Police Officer
Systems Technician
Director of Special Programs
Transportation (Bus only)
Transportation Requests (car, van, suburban, truck)

High School
Middle School
Intermediate

Elementary

Kendra Tatsch
Sherry Oliver
Jim Ditto
Raymond Medina
Angela Springer (Int.)
Cherrie Stone (Elem)
Patricia White (MS/HS)
Patti Royal
Marilyn Banik
Sherry Oliver
Adriane Carpenter
Lisa Truett
Cristi Phipps
Rebecca Spencer
Melissa Farney
Scott Tyner
Michael Fray
Colton Richards
Velton Hayworth
Jim Ditto
Sherry Oliver
Kim Hofferichter, Secretary
Cindy McCollum, Secretary
Jo Wilson, Secretary
Lynell Jenkins, Secretary
Candace Huskey, Secretary
Krystal Tice, Secretary
Ariel Maddox, Secretary
Brandy Hampton, Secretary
Julie Williams, Registar
Kelly Warner, Receptionist

836-1771
836-1115
836-0679
836-1115
759-1200
836-4635
836-4611; 836-1771
836-1115; fax 836-4299
836-1115; fax 836-0559
836-1115; fax 836-0559
836-1115
836-1115
836-1115
836-1115
836-1115
836-1115
759-1200
836-1115
836-1115
836-0679; fax 836-0559
836-1115; fax 836-0559
836-1771; fax 836-1418
836-1771
836-4611; fax 836-4777
836-4611
759-1200; fax 836-0675
759-1200
759-1200
836-4635; fax 836-4637
836-4635
836-4635

Board of Trustees
Policies BA, BD, and BE series
Texas law grants the board of trustees the power to govern and oversee the management of the
district’s schools. The board is the policy-making body within the district and has overall responsibility for the curriculum, school taxes, annual budget, employment of the superintendent and
other professional staff, facilities, and expansions. The board has complete and final control over
school matters within limits established by state and federal law and regulations.
The board of trustees is elected by the citizens of the district to represent the community’s commitment to a strong educational program for the district’s children. Trustees are elected by place
and serve three year terms. Trustees serve without compensation, must be registered voters, and
must reside in the district
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Board Members:
President
Vice-President
Secretary
Member
Member
Member
Member

Rick Hines
Jeff Bradburn
Holly Dunham
Trey Oakley
Bubba Galvan
Chris Gerick
Matthew Penney

Trustees usually meet at 6:00 p.m. on the third Monday of each month at the administration
building at 12166 Yankie Road. Special meetings may be called when necessary. A written
notice of regular and special meetings will be posted at the administration office at least 72 hours
before the scheduled meeting time. The written notice will show the date, time, place, and
subjects of each meeting. In emergencies, a meeting may be held with a two-hour notice.
All meetings are open to the public. Under the following circumstances, Texas law permits the
board to go into a closed session. Closed session may occur for such things as discussing
prospective gifts or donations, real property acquisition, personnel issues including conferences
with employees and employee complaints, security matters, student discipline, or to consult with
attorneys regarding pending legislation.

EMPLOYMENT
Policy DAA, DIA

The China Spring ISD does not discriminate against any employee or applicant for employment
because of race, color, religion, sex, age, national origin, disability, military status, or on ay other
basis prohibited by law. Employment decisions will be made on the basis of each applicant’s
qualification, experience, and abilities.
Employees with questions or concerns relating to discrimination on any of the bases listed above
should contact Kevin Pitts, Ed.D., Assistant Superintendent of Schools 836-1115.

Qualifications
China Spring Independent School District is in compliance with provisions of the Title IX of
Public Law 92-318, Educational Amendments of 1972, and is an equal opportunity employer.

There are three categories of substitutes:
•
•
•

Non-Degree/Non-Certified
Degreed – provide college transcript required.
Degreed/Certified – provide college transcript and valid teaching certificate required.
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It is required to attend a substitute orientation before being added to the
substitute list. The two options are: http://www.esc4.net or Region 12 Education Service
Center.
Question:
Answer:

Question:
Answer:
Question:
Answer:

If I have already attended a substitute teacher training class at Region 12, at
CSISD, or another approved school district, do I need to do it again?
No. Provide a copy of your certificate of completion. If you participated in
training at CSISD, a certificate should already be on file.
If I have attended the NCLB Paraprofessional Certification class, is this accepted
in lieu of the sub training certificate?
Yes. Provide a copy of your certificate of completion.
If I am currently enrolled in an Alternative Teaching Certification program,
is this accepted in lieu of the sub training certificate?
Yes. Provide a letter from the program director specifying you are
enrolled or if you have completed the program, provide a letter
stating completion status. (Subs will not be paid certified teacher rate
until Texas teaching certificate is received by CSISD.)

Training is optional for certified teachers and classroom paraprofessionals.

Required Employment Documents
Payroll information will not be processed until all substitute paperwork is complete. Forms to be
completed:
• Completed application (access online www.chinaspringisd.net, click on “Employment”)
• A copy of either a GED certificate or high school transcript or college transcript;
• Valid Texas Professional Certification, if certified teacher,
• Professional Certificate for nurse sub,
• Substitute Training Certificate
• Fingerprinting receipt
• *Criminal Background Authorization form
• *Letter of Reasonable Assurance.
• 2 forms of identifications as outlined on the I-9 form,
• Completed I-9 form (employee verification form),
• Completed Tax form W-4,
• Completed reference check (2),
• Tobacco, Alcohol & Drug Free Policy receipt,
• Substitute Teacher Handbook receipt,
• Policy receipt,
• Public Information Opt Out form,
• Emergency Information.
• DPS CCH Verification form
Please note that the district substitute list is approved annually.
*As an “At-Will” employee, you will be required to complete and sign an At Will Letter of
Reasonable Assurance form each school year.
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A non-certified substitute MUST take an approved substitute training class and will not be
added to the list until a certificate of completion is submitted to the central business office.
Approved training classes are available at
http://www.esc4.net or Region 12 Education Service Center.

Pay Information
A substitute with a valid Texas teaching certification will receive $75 per day (MUST have
valid TEXAS teaching certificate on file in order to receive certified pay scale). Substitutes
who are not certified or degreed will receive $60 per day. *Degreed subs, not certified & out of
state certified teachers will receive $70 per day, (must submit transcripts and if out of state
certified, the certificate). *Degreed is defined as a minimum of a bachelor’s degree.
For long term substituting for professional positions, compensation will be increased an
additional $25 per day after the 10th consecutive day of substituting for the same teacher.
Please notify the Payroll Office if your email changes so that you will still receive your check
stub.
Questions regarding paychecks should be addressed to Patti at the Payroll Office at 863-1115
ext. 206.

Subs are responsible for notifying Marilyn or Patti at the central business office
when there is a change of personal information such as name, address, phone or
emergency contact information, W-4 update, etc. Do not expect campus secretaries
to relay this information. Call 836-1115 or email Marilyn at
mbanik@chinaspringisd.net or Patti at proyal@chinaspringisd.net

The schedule of pay dates for the 2016-2017 school year follows:

Pay Period Begin
Date:

Pay Period End
Date:

July 1, 2018

July 28, 2018

Wednesday

August 15, 2018

July 29, 2018

August 25, 2018

Friday

September 14, 2018

August 26, 2018

September 22, 2018

Monday

October 15, 2018

September 23, 2018

October 20, 2018

Thursday

November 15, 2018

October 21, 2018

November 17, 2018

Friday

December 14, 2018

November 18, 2018

December 15, 2018

Tuesday

January 15, 2019

December 16, 2018

January 19, 2019

Friday

February 15, 2019

January 20, 2019

February 16, 2019

Friday

March 15, 2019

February 17, 2019

March 23, 2019

Monday

April 15, 2019

March 24, 2019

April 27, 2019

Wednesday

May 15, 2019

Date Paid:
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April 28, 2019

June 1, 2019

Friday

June 14, 2019

June 2, 2019

June 29, 2019

Monday

July 15, 2019

Please refer to 2017-2018 school calendar for scheduled holidays.

TEACHER, TEACHER AIDES, AND PARAPROFESSIONAL SUBSTITUTE RATES ARE AS FOLLOWS:
EXTENDED 10+ CONSECUTIVE DAYS/SAME
DAILY RATE
CLASS
TEXAS CERTIFIED W/
DEGREE
$75.00
$100.00
DEGREED (NON TX CERT.)
$70.00
$95.00
NON-DEGREED
$60.00
$85.00
CAFÉ SUB
CUSTODIAL SUB

$8.25
$8.00

Please contact Patti at the central business office at 836-1115 if you have questions. Please
provide email address for direct deposit electronic notification.

Job vacancy announcements
Policy DC
To the extent possible, announcements of job vacancies by position and location are distributed
on a regular basis and posted at the central administration building and each campus. All job
vacancies are posted in written and electronic format with the Education Service Center, Region
12 and on the district website at www.chinaspringisd.net.

Conflict of Interest
Policy CD, DBD
Employees are required to disclose to their supervisor any situation that creates a potential
conflict of interest with proper discharge of assigned duties and responsibilities or creates a
potential conflict of interest with the best interests of the district. This includes the following:
•
•
•

A personal financial interest
A business interest
Any other obligation or relationship

An employee with a substantial interest in a business entity or interest in real property must
disclose the interest to the district prior to the award of a contract or authorization of payment.
This is done by filing an affidavit with the Superintendent of Schools. An employee is also
considered to have substantial interest if a close family member (e.g., spouse, parent, child, or
spouse’s parent or child) has a substantial interest.
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SUBSTITUTE RESPONSIBILITIES
Commitment
Individuals who are approved by the district to substitute teach and who agree to have their name
on the list of substitute teachers accept the responsibility to teach when they are called.
•

When individuals have made a commitment to substitute, they should remember that the
principal, the teacher who is absent, and the students are relying on them to be there.

•

When an individual has made a commitment to substitute for a campus, do not cancel this
commitment when contacted to sub for another district campus for the same day, for
whatever reason. Please practice fair and practical business ethics.

If any emergency occurs, making it impossible to report, the substitute should notify the campus
designee immediately. (DO NOT CALL ANOTHER SUBSTITUTE FOR YOURSELF).

School Hours
Generally speaking, the substitute should report to work and be on duty at 7:30 a.m. and
remain until duties are completed.
At the time a substitute is called for work, the campus designee or teacher should provide a clear
understanding about specific expectations, such as: where to report, classroom, lounge,
cafeteria locations, where to park, conference time, work schedule and lunch options.
•
•
•

A typical school day is 7:30-3:45
Tutorials (all schools) 7:30-7:55
Check with the individual campus for dismissal time.

Daily Routines/Schedules
Substitutes are required to report directly to the school office to check in, use time clock to clock
in, receive any special instructions and to sign the substitute portion of the "Absence from Duty"
form. The campus office should give the substitute a copy of this form to keep for personal
record of days worked.
Substitutes are expected to remain on duty the entire day, follow the same schedule and complete
all regular assignments of the regular teacher, unless otherwise requested by the school’s
administrative staff. Substitutes should follow the lesson plans and other instructions left by the
classroom teacher. Don’t hesitate to ask for help and clarification from another grade level
teacher if necessary.
At the end of the school day, you should complete all requested reports for both the school office
and for the regular teacher. Materials and equipment should be returned to their proper place.
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Before leaving, at the close of the day, report to the school office to determine if you will be
needed the following day.
In addition to the above instructions, you will receive further information concerning your
assignment and building regulations when you report to the school as needed.

District Policy/Procedures:
•

•

•
•

•

Release of Students – Children are not to be released from the classroom without official
notice from the building principal. Any outsider who comes to the classroom asking that
a child be released from school must be directed to the principal’s office.
Professional Confidence – Substitute teachers are expected to hold in professional
confidence any information about students which might be gained while substituting. A
substitute discussing student information with anyone other than the classroom teacher or
the principal is in direct violation of the FERPA Law. This is cause for dismissal of
employment.
Dismissal of Students – Students are to remain in their scheduled class until the dismissal
bell rings. An orderly dismissal of students should be maintained. Dashing, pushing,
and/or running in the building is prohibited and should be properly monitored.
District Jurisdiction – Students are under the jurisdiction of the school during the regular
school day and while being transported to and from school via district-provided
transportation. The jurisdiction of the district extends to 300 feet beyond all school
boundaries. The rules of the school district, concerning student conduct, apply to all
school-sponsored and school related activities, both on and off campus. Students who are
in violation of these rules are subject to disciplinary action.
Corporal Punishment – Corporal punishment may be administered only by an
administrator.

Administering Medication to Students
Policy FFAC
Only designated employees can administer prescription medication, nonprescription medication,
and herbal or dietary supplements to students. A student who must take medication during the
school day must bring a written request from his or her parent and the medicine, in its original,
properly labeled container. Contact the principal or school nurse for information on procedures
that must be followed when administering medication to students.

Bad Weather Closing
Policy CKC
The district may close schools because of bad weather or emergency conditions. When such
conditions exist, the superintendent will make the official decision concerning the closing of the
18

district’s facilities. When it becomes necessary to open late or to release students early, the
following radio and television stations will be notified by school officials:
KWTX Television - Channel 10 *
KXXV Television - Channel 25 *
KCEN Television - Channel 6 *
KWTX 97.5 FM
WACO-FM 100
* TV channel listings may vary according to local service provider. Check local service provider directory.

Tips for Success
•

Become familiar with the discipline management plan that is specific to the campus on
which you are working. The principal can supply the necessary information for you.

•

Conduct class in a positive and organized manner to help prevent problems from
occurring. NEVER LEAVE CLASS UNSUPERVISED.

•

A positive attitude is key to winning the respect of the students! Physical bearing and
tone of voice directly affect the reaction of the class to the substitute.

•

Start the day by taking time to review with the students the regular classroom rules and
routines, then follow them consistently for effective transition.

•

Maintain appropriate seating/grouping by following the teacher’s seating chart or
instructions.

•

Begin instruction promptly and use all allotted time in instructional endeavors. Follow
the plan the regular teacher has provided.

•

Be consistent and fair! Be firm enough to command attention and flexible enough to be
fair. Avoid Ultimatums!

•

Scan the room frequently. Monitor activities by moving around the room and give
students meaningful work. Your presence will help prevent off task behavior.

•

Redirect any off task or disruptive behaviors immediately. Be sure to deal with
individual students and do not “fuss” at an entire class for one person’s behavior.

•

Use positive verbal praise when deserved. Reinforce desired behaviors as appropriate
with statements like, “Thanks for listening carefully.”

•

Reprimands are best given in private when possible

•

If an individual student causes a serious behavior problem that is disruptive and cannot be
handled, send another student to the office with a referral explaining the circumstances.
Again, DO NOT LEAVE THE CLASS UNATTENDED.

•

When in doubt, ask the campus principal.
Remember-----Substitutes do not administer corporal punishment.
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FACULTY DRESS CODE
All China Spring ISD employees should adhere to a standard of personal appearance that
reflects neatness, cleanliness, and professionalism to students, parents and community
members in order to set themselves apart from the students. Professional and
paraprofessional employees are to dress appropriately for their area of instruction and at school
events such as banquets, athletic events, staff development/in-service (in-district and out-ofdistrict), field trips, etc. Workdays (usually three per year) are at the discretion of the campus
principal. To set a good example for our students, professional and paraprofessional employees
will not wear caps or hats in the building. Teachers are requested to consider the student dress
code policy regarding tattoos, piercing, hair, etc., and should always set an example for students.
•
•
•
•
•
•
•

Men should wear collared shirts with (or without) a tie. The shirts should be tucked in
slacks with a belt. A nice sweater with slacks is appropriate during the winter months.
City shorts and crop pants (mid-calf and below) with matching jacket, vest, or top in
good taste are appropriate for women professional and paraprofessional employees.
Employees should wear shoes appropriate for their area of instruction/work. No flip-flop
(shower, beachwear type) shoes should be worn.
Wind/Warm-up suits or pants are not appropriate for the regular classroom professional
or paraprofessional employee. Special consideration will be given to P.E. teachers and
coaches.
T-shirts and sweatshirts may be worn only on Fridays (or the last day of the week before
a holiday). The t-shirt/sweatshirt should be a school spirit, patriotic, or seasonal shirt.
Denim jeans (of any color) or denim crop pants (of any color) are appropriate only on
Fridays (or the last day of the week before a holiday).
No visible tattoos.

STUDENT DRESS CODE
The China Spring ISD supports the belief that there is a close relationship between high
standards of dignity and pride and proper grooming. Personal appearance is important to the
overall environment in the school. All campuses have similar dress codes with only minor
differences due to the age of the students on the campus. Substitutes should become familiar
with the specific dress code for the campus on which he/she is working.
Students in possible violation of the dress code policy should be referred to the school office.
The principal has the final campus authority concerning the propriety of clothes, hairstyles, and
accessories.

Elementary School (PPCD-3) Dress and Grooming Code
The district’s dress code is established to teach grooming and hygiene, to prevent disruption, and to minimize safety
hazards. Students and parents may determine a student’s personal dress and grooming standards, provided that they
comply with the following:
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Dress Code
Clothing which is not acceptable includes, but is not limited to:
• See-through clothing
• Boxer shorts, undergarments, or pajamas
• Legging/stirrup pants without a shirt/blouse that is fingertip in length (arms extended straight
down the side of the leg for measurement)
• Shirts that are longer than shorts or skirts
• Shorts, skirts and dresses which are shorter than fingertip length (arms extended straight down the
side of the leg for measurement)
• Backless, low-cut or off the-shoulder tops, blouses, dresses or evening outfits
• Fringed bottom, ragged pants/cut-offs, (manufactured or self-made) or with holes that are
considered revealing or in poor taste
• Apparel with suggestive, obscene or inflammatory markings or logos, which includes, but not
limited to beer, alcohol or tobacco logos
• Pants worn below the waistline or low on the hips
• Midriff blouses/shirts that expose the skin between the bottom of the shirt and the top of the
pants, skirt and shorts
• Clothing that is so tight that it is considered revealing or in poor taste
• Tank tops with straps less than 1½ inches (tank tops may be worn as an outer garment over
clothing that meets the dress code)
• Muscle shirts
• Head covering in the building

Accessories which are not acceptable include:
•

•
•
•
•
•
•
•

Body piercing and jewelry other than the ears (male students may not wear pierced ear or body
jewelry)
Sunglasses in the school building (unless prescribed by a doctor in writing)
Hats, caps, sweatbands, hoods or any other type of head covering of any type
Tattoos, including temporary rub-on tattoos
Unbuckled belts
Overalls which are not buttoned or buckled as they are intended to be worn
Pocket chains or straps
Shower shoes, flip-flops of any kind, aqua socks, backless sandals, or shoes with wheels

Hair Code
•
•
•
•
•
•

Hair is required to be neat, clean and well groomed with a length not over the eyebrows.
A haircut, which requires the student to continuously push their hair out of their face, is a
distraction to learning and will be considered out of code.
Boy’s hair is required to be above the collar of a standard shirt collar. Hair should not extend
below the ear lobe. Hair should not be pinned, sprayed, rolled under or flipped up to meet the
necessary length of the standard shirt collar.
Boys may not wear ponytails, pigtails, braids, mo-hawks or tails of any kind.
After a warning and a reasonable period of time for compliance, the student will be suspended
from school until they comply with the hair code. Any absence due to noncompliance with the
hair code will be considered unexcused.
No unnatural hair color on a boy or girl that could be a distraction as determined by the
principal or assistant principal will be allowed.

*NOTE: Any other clothing, hairstyle or accessories which are considered unsafe or which cause a
distraction to the learning environment of the classroom setting and thereby considered inappropriate by
the principal or designee shall be prohibited.
If the principal determines that a student’s grooming or clothing violates the school’s dress code, the
student will be given an opportunity to correct the problem at school. If not corrected, the student may be
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assigned to in-school suspension for the remainder of the day, until the problem is corrected, or until a
parent or designee brings an acceptable change of clothing to the school. Repeated offenses may result in
more serious disciplinary action in accordance with the Student Code of Conduct.

Intermediate (Grades 4, 5 & 6) Dress & GroomingCode
DRESS AND GROOMING
The campus dress code is established to teach grooming and hygiene, prevent disruption, and minimize
safety hazards. Students and parents may determine a student’s personal dress and grooming standards,
provided that they comply with the following:
Clothing which is not acceptable includes, but is not limited to:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

•

See through clothing;
Biker shorts/pants or wind shorts/pants worn alone;
Boxer shorts (worn as an outer garment) or pajama bottoms;
Leggings or tight fitting pants, unless covered by a shirt that meets length requirements;
Shirts that are longer than shorts or skirts;
Shorts, skirts, dresses that are not fingertip length when arms are extended straight down the
side of the leg. (Measurement will be taken from the top of any slits in the hems);
Low-cut or off the shoulder tops; backless tops or halters;
Fringed, torn or ragged pants, shorts or cut-offs whether manufactured or self-made;
Any pants that have holes in them, manufactured or self-made. Patches worn on pants must
be permanent.
Apparel with suggestive, obscene, or inflammatory markings or logos, which includes, but
is not limited to beer, alcohol, or tobacco logos;
Pants/shorts with any words that cover the seat of the pants;
Pants worn below the waistline and low on the hips exposing the skin (considered to be
baggy). A belt will be required if oversized pants are worn and appear to be baggy;
Midriff blouses/shirts that expose the skin between the top and the pants, skirt, short;
Any clothing that is so tight that it is considered revealing or in poor taste by the principal
or designee;
Tank tops/muscle shirts with straps less than 3 inches or with large armholes.
Hand writing on pants, shorts and shirts is prohibited.
Writing on other students with pens, markers or any other writing utensil is prohibited.
Accessories that are not acceptable include:
Body piercing and pierced jewelry (female students may wear earrings); however, Gauge,
spike or plug type earrings are NOT permitted.
Sunglasses in the school building unless prescribed by a doctor in writing;
Hats, caps, scarves, bandannas, hoods or any other type of head covering;
Tattoos;
Unbuckled belts;
Overalls that are not buttoned or buckled as intended;
Pocket chains or straps;
Shower shoes or flip-flops.

NOTE: shoes should be worn for safety rather than fashion and be of a sturdy type fully covering the
foot and with a low heel. Backless shoes may not be worn. Shoes with wheels or skates may not be
worn.
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HAIR CODE
Hair is required to be of natural color, neat, clean, well-groomed with the length not over the eyebrows.
Any haircut that requires constant pushing away from the face is a distraction to learning and will be
considered out of code.
Additionally, boys’ hair must not be extend over the earlobes and must be above the collar of a standard
shirt. Hair should not be pinned, sprayed, rolled under or flipped up to meet the necessary length.
Boys are prohibited from wearing pony tails, pigtails, braids, Mohawks, or tails of any kind. Designs
shaved into the hair are also prohibited. Mustaches, goatees and beards are prohibited. After a warning
and contact with a parent/guardian and given a reasonable time to comply, a student may be isolated until
hair code has been met.

NOTE: Any clothing, hairstyle, or accessory that causes a distraction to the learning environment of the
classroom setting and thereby considered inappropriate by the principal or assistant principal shall be
prohibited. Students will be allowed the opportunity to call parents. Students may be isolated until the
violation is corrected.

Middle School / High School (7-12) Dress Code
DRESS AND GROOMING
The district’s dress code is established to teach grooming and hygiene, prevent disruption, and minimize
safety hazards. Students and parents may determine a student’s personal dress and grooming standards,
provided that they comply with the following:
Dress Code:

1. All leggings and stirrup pants must be worn with blouses that extend to the upper thigh and cover
their rear end/bottom. Blouses must be the same length in the front and back. “Jeggings” are
permissible without having to meet blouse/shirt required length as long as they have sewn pockets
on the back of the pants.
2. The ears are the only acceptable area in which pierced/body jewelry earrings may be displayed.
Gauge type and spike earrings are not permitted. (Male students may not wear earrings of any
type).
3. Shorts, dresses, skirts must extend to fingertips with arms extended straight down the side of the
leg for measurement.
4. Writing is not permitted on the backside of shorts, pants, or sweats.
5. Appropriate undergarments must be worn and covered by outer clothing- no visible
undergarments.
6. No see-through blouses or slacks. (unless garment underneath meets 2 inch requirement)
7. No biker shorts, biker pants, or boxer shorts may be worn as outer garments.
8. Athletic shorts are permitted, but must be fingertip length (arms extended straight down the side
of the leg for measurement).
9. No low-cut, backless, halter, midriff, tank, racer back, off-the shoulder tops or evening outfits.
The width of clothing on shoulders and all visible straps must be at least 2 inches wide.
10. No visible cleavage permitted.
11. No sunglasses in the school building (unless doctor prescribes them in writing).
12. Neither male nor female students may wear a head covering in the building.
13. No Gloves, mittens, or any apparel covering the hands may be worn in the school building.
14. Students may not wear self-made frayed bottom, torn, or ragged shorts or pants.
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15. No apparel with suggestive, obscene, or inflammatory markings of any type.
16. No beer, alcohol, tobacco logos, or controversial topics are permitted on garments, backpack,
notebooks, etc.
17. Shoes must be worn at all times. All shoes that require shoe strings must have them. The shoes
cannot be so loose that they drag the floor when walking. House shoes or look a-like house shoes
are not allowed.
18. No bandannas, sweatbands, chokers, or wristbands are allowed anywhere. (This includes rubber
and leather wristbands with inappropriate language or controversy.)
19. Pants must be worn at the waistline above the hips.
20. Pants should not be so baggy that the outer seams can touch in the middle between the knees.
21. No school supplied athletic/gym shorts or wind shorts unless prior approval is obtained.
22. No visible tattoos or self-made body art (ink, etc.). Any visible tattoos must be covered up by a
student’s clothes.
23. No clothing that is so tight that in can be considered revealing or in poor taste.
24. Tank tops, muscle shirts, or off the shoulder tops may be worn only as an outer garment over
clothing that meets dress code.*
25. Belts, when worn, must be buckled. Overalls can be worn as long as the buttons snapped.
26. Pocket chains and chains around neck, wrist, etc. are not permitted as well as spike-studded belts
or bands.
27. Holes in shorts, pants, or jeans are not allowed. Jeans or shorts with holes must have a cloth
patch covering them (sewn in or iron-on). For school purposes, a “hole” can be defined as
broken threads in a garment if skin or any undergarment is visible. (tape, paper patches, etc. will
not do.)
28. Non-school issued athletic shorts are permitted but must be finger-tip length.
29. Writing on pants, shorts, and shirts is prohibited and writing on other students with pens, markers,
or any other writing utensil is prohibited.
30. Girl’s shirts that are cut low enough in the back to show undergarments are prohibited.
31. Male students may not wear make-up or any type of female clothing.
* A tank top is defined by a top with less than 2” of width on the shoulder not including collar. One shirt
must be at a minimum of 2”
**Any clothing, hairstyle, or make-up considered inappropriate or attention seeking is a distraction
to the learning environment and will be determined by the campus administration for appropriate
action or consequence. (Ex: tight or revealing attire; gothic make-up or gothic dress; costumes;
Kilts; nail polish on boys; etc.)
***In order to provide a safe and orderly school environment, additional rules and regulations may be
implemented during the school year.

Hair Code:
1. Students may not dye hair of any unnatural color.
2. Students may not have strips or patches of different colored hair that create a disruption to the
education environment. **
3. No pony tails or tails of any kind for boys.
4. Braids are permitted in one direction only, but will remain in the length code.
5. No sculptured haircuts or designs will be permitted.
6. Boy’s hair will be neat and groomed at all times. The length will not extend over the eyebrows,
below earlobe, or past the T-shirt collar. Hair will not be pinned, sprayed, rolled under or flipped
up to avoid the true length in question. Any haircut that requires constant pushing away from face
is a distraction to the learning process and is out of code.
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7. No facial hair will be permitted and all boys will be clean shaving (this includes “peach fuzz”
associated with puberty).
Students not in compliance will not be allowed to participate in extra-curricular activities until hair is in
compliance. Students will be warned about the violations and given a reasonable timeframe to get hair in
compliance. When the student has gone past the “grace period,” the student may be suspended until hair
is back in compliance.

SECTION 2
CSISD Policy
Tobacco, Alcohol & Drug Free Policy
Criminal Authorization & Background Check Policy
Employee Standards of Conduct
(LEGAL & LOCAL DH)
Employee Welfare: Freedom From Harrassment
(LEGAL & LOCAL DIA)
Student Welfare: Freedom From Harrassment (Local Policy)
(LEGAL & LOCAL FFH)
Student Discipline (LEGAL & LOCAL FO)
Legal & Local DGBA Personnel Employee/Management Relations
Student Code of Conduct
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Tobacco, Alcohol and Drug-abuse prevention
Policies DH, GKA, FNCD

Tobacco, Alcohol and Drug Free Workplace Policy
(See DI, DH, GKA, FNCD LOCAL)

All employees are required to read the China Spring Independent School District policy concerning the
alcohol, tobacco, and drug free workplace. New employees are required to sign a policy receipt and return
to the central business office for filing. New employees will receive a hard copy of the employee handbook
at the beginning of the school year. New employees hired during the school year will receive the employee
handbook at the time they complete new hire business paperwork.
At the beginning of each school year returning employees have the option of receiving the employee
handbook in electronic or hand copy format. The handbook also includes the alcohol, tobacco, & drug free
workplace policy, and the criminal history check policy. This form will be distributed to employees by their
campus principal or supervisor.
The China Spring Independent School District prohibits the unlawful distribution, possession, or use of
illegal drugs, inhalants, tobacco, and alcohol on school premises or as part of any of the district’s activities.
•

•
•
•
•

Possession, use, distribution or being under the influence of illicit drugs or alcohol is prohibited at
China Spring ISD or any school facility and/or at any school/China Spring ISD function or activity.
Suspected use or possession should be reported to the China Spring ISD Chief of Police, Shanna
Sanders at 836-1771 or contact Kevin Pitts, Assistant Superintendent of Schools at 836-1115.
Employees who violate this prohibition will be subject to immediate dismissal from
employment and possible referral for prosecution.
Tobacco products or e-cigarettes use is prohibited at China Spring ISD or any school facility and/or
at any school/China Spring ISD function or activity.
Compliance with these provisions and prohibition is a mandatory condition of employment.
The China Spring ISD will review its alcohol and drug-free workplace policy annually. The District
shall maintain a tobacco, alcohol and drug-free environment and shall establish, as needed, a
program complying with federal and state requirements.
All China Spring ISD buildings and grounds are tobacco, drug, and alcohol free.
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Criminal History Authorization & Background Check Policy
Public Law H.B. 1498 (TEC21.917) requires that a criminal search be conducted on all
applicants that become employees of the district. In order to ensure that the District has qualified
teachers, support staff, administrators, substitute teachers and caring volunteers, the “continued
employment process”, as well as the “school volunteer process” includes a criminal history
check of all prospective and current employees and volunteers. In accordance with Texas
Education Code 22.083, the District may obtain criminal history record information that relates
to a person the District intends to employ or a person who has indicated in writing, an intention
to serve as a volunteer with the District, as well as to a person currently employed or serving as a
volunteer. This administrative procedure outlines the District’s expectations and guidelines
regarding the criminal history checks for present and prospective District employees and
volunteers.
Conviction Defined
For the purposes of this policy, the word “conviction” shall mean a verdict by pleas of guilty, or
otherwise by plea of nolo contendere, upon judgment of a court (with a jury having been
waived), without regard to subsequent disposition of the case or suspension of sentence,
probation, deferred adjudication, or other disposition.
Moral Turpitude Defined
Moral turpitude includes but is not limited to dishonesty; fraud; deceit; misrepresentation;
deliberate violence; base, vile, or depraved acts that are intended to arouse or gratify the sexual
desire of the actor; drug-or alcohol-related offenses; or acts considered abuse under the Texas
Family Code.
Examples of offenses that involve moral turpitude include, but are not limited to:
1. Arson
2. Forgery
3. Public lewdness
4. Prostitution
5. Theft (in excess of $500.00 in value)
6. Sexual offenses (various)
7. Swindling
8. Any crime involving assault or indecency with a child.
Deferred Adjudication Defined
The legal process of resolving a dispute. The formal giving or pronouncing a judgment or decree
in a court proceeding; also the judgment or decision given. The entry of a decree by a court in
respect to the parties in a case. Delay; put off; remand; postpone to a future time.
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Nolo Contendere Defined
“I will not contest”. Do not wish to contend a plea in a criminal prosecution that subjects the
defendant to conviction but does not admit guilt or preclude denying the charges in another
proceeding.
Current District Employees
Annually, the Human Resources Department will obtain criminal history record information that
relates to all persons employed by the CSISD. The following guidelines are applicable to current
employee criminal history checks:
• CSISD will obtain information regarding crimes, but will not use any information unless the
information demonstrates the employee: (1) failed to disclose on employment application any
conviction, probation or deferred adjudication not protected by an order of non-disclosure; (2)
committed a crime involving moral turpitude; or (3) committed violence toward a person or
injury or indecency with a child, or conspiracy. This policy would apply whether the above
offenses were committed before or after employment. They would still be grounds for immediate
termination.
• An employee who did not disclose a prior criminal history when requested at the time of
employment and whose records are not protected by an order of non-disclosure may be
recommended for termination.
• An employee who did not have a criminal history at the time of employment application and
was involved in an incident that resulted in criminal history after employment in CSISD will be
reviewed on a “case by case basis” and disciplinary action up to and including termination may
result.
• District employees must notify the Superintendent in writing, within three days, if they are
arrested for, charged with, convicted of, granted deferred adjudication for or if they have entered
a plea of nolo contendere to any felony or misdemeanor involving moral turpitude.
Failure to make such notification will constitute grounds for termination.
1. A district employee placed on deferred adjudication may be recommended for
termination based upon the underlying facts that led to the deferred adjudication. For the
purpose of a termination hearing, the facts to which the employee pleaded in order to
obtain deferred adjudication will presume to exist and be correct.
2. The District may suspend or terminate any employee convicted of a felony or
misdemeanor if the crime directly relates to their fitness for duty, their job duties and
responsibilities or adversely affects their job effectiveness or the mission of the school
district.
3. District employees under felony indictment may be reassigned, placed on
administrative leave with or without pay, or recommended for suspension with or without
pay pending adjudication of their cases.
• In compliance with Texas Education Code 22.083 (c), the China Spring ISD must report to the
State Board for Educator Certification (SBEC) any known criminal record of employees who
hold certification.
28

Volunteers
The District will obtain criminal history records of any volunteers including mentors and tutors,
who intend to volunteer with the District. Volunteers are to complete and sign the CSISD
Consent to Perform Investigative Consumer Background Report form and return it to the
selected school. The campus administrator will immediately send the signed authorization form
to the Assistant Superintendent, who will forward the document to the Human Resources
Department for processing. In addition, the following guidelines will be followed:
1. Any individual who fails or refuses to grant authorization for the District to conduct a criminal
history check will not be eligible for volunteering. All prospective volunteers, including
previously approved volunteers, will complete/update and sign the CSISD Consent to Perform
Investigative Consumer Background Report form for the present school year in order to become
an eligible volunteer.
2. No individual charged with a misdemeanor involving moral turpitude or a felony will be
eligible for volunteering.
3. The District may allow individuals with non-moral turpitude felonies or non-moral turpitude
misdemeanors to serve as volunteers. After a case-by-case review of the applicant’s
circumstances, including the nature of the offense, the applicant’s post-conviction history, and
the number of years since the conviction, the District at its discretion may allow individuals to
serve as volunteers. The Superintendent or his/ her designee will consult with other
administrators before making the final decision.
4. Volunteers will notify the campus principal in writing within three days if they are arrested
for, charged with, convicted of, granted deferred adjudication for or if they have entered a plea of
nolo contendere to any misdemeanor involving moral turpitude or felony. Volunteers will not be
allowed to perform any volunteer duties until a written report has been made and the campus
principal has issued a written approval to continue with volunteering. Failure to make such
notification will constitute grounds for termination of services.
5. Volunteers under felony indictment will be removed from volunteering pending adjudication
of their cases.
Questions regarding the Employee or Volunteer Section of this procedure should be addressed to
Marc Faulkner, Superintendent, P.O. Box 250, China Spring, Texas 76633/254-836-1115.

Criminal Record Review
A current employee who has a criminal record that would preclude him/her to continue
employment with the District using the criteria contained in this policy or in the administrative
regulations may appeal to the criminal record review committee made up of district personnel as
designated by the Superintendent. The Assistant Superintendent will serve as chair of the
committee. The decision of the criminal record review committee is final.
The criminal record review committee shall assess the records of employees found to have
committed crimes. The committee shall use the guidelines set out in the administrative
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regulations concerning criminal records checks to determine if an employee shall be
recommended for termination and/or terminated based on his or her criminal record.
Required Notification by Employee
An employee who is arrested for any felony or any offense involving moral turpitude must report
the arrest to the Superintendent or his/her designee within three calendar days of the arrest. An
employee, who is convicted of or, as defined in this policy, receives deferred adjudication or
probation for such an offense must also report in writing to the Superintendent or designee,
within three calendar days of the event. Failure to report shall be considered job-related
misconduct.
Confidentiality
Criminal history information is privileged and for the use of the District, the Texas Education
Agency, and the State Board for Educator Certification only. No District employee shall release
or disclose such information to a person other than the person who is the subject of the
information, under penalty of law and/or possible discharge. Except that in compliance with the
Texas Education Code 22.083
(c), the District shall report to the State Board for Educator Certification any known criminal
record of employees who hold certification.

Applicants
The District reserves the right to terminate any employee or decline to employ an applicant if the
person fails to disclose any criminal conviction or misrepresents information regarding any such
conviction on an employment application.
Criminal record checks shall be conducted in accordance with procedures outlined in the
administrative regulations concerning criminal history records checks.
Information obtained in this manner shall be used only to evaluate an individual who, in the sole
opinion of the District, is a finalist for employment and may be offered a position. The District
shall not issue to any applicant a written contract of employment until it has obtained and
reviewed an initial criminal history record.

Drug Free Workplace Commitment
China Spring Independent School District is committed to providing its employees with a
working environment that is free from the problems associated with the use and abuse of illegal
substances.
Non-compliance with the following statements will carry serious penalties:
- Any employee using, selling, possessing, distributing, transferring, or manufacturing illegal
substances in any setting and at any time will be in violation of China Spring Independent School
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District's employment policy and will be subject to immediate dismissal and possible referral for
prosecution.
- Any employee convicted of a controlled substance violation or pleading guilty or nolo
contende to charges of such a violation must inform China Spring Independent School District
within three (3) day of such a conviction or plea. Failure to do so will result in disciplinary
action which may include termination from employment for a first offense.
- Compliance with these provisions and prohibition is a mandatory condition of employment.

Employee conduct and welfare
Standards of conduct
Policy DH
All employees are expected to work together in a cooperative spirit to serve the best interests of
the district and to be courteous to students, one another, and the public. Employees are expected
to observe the following standards of conduct:
•
•
•
•

•
•
•
•

Recognize and respect the rights of students, parents, other employees, and members of the
community.
Maintain confidentiality in all matters relating to students and coworkers.
Report to work according to the assigned schedule.
Notify their immediate supervisor in advance or as early as possible in the event that they
must be absent or late. Unauthorized absences, chronic absenteeism, tardiness, and failure to
follow procedures for reporting an absence may because for disciplinary action.
Know and comply with department and district policies and procedures.
Express concerns, complaints, or criticism through appropriate channels.
Observe all safety rules and regulations and report injuries or unsafe conditions to a
supervisor immediately.
Use district time, funds, and property for authorized district business and activities only.

All district employees should perform their duties in accordance with state and federal law,
district policies and procedures, and ethical standards. Violation of policies, regulations, or
guidelines may result in disciplinary action, including termination. Alleged incidents of certain
misconduct by educators, including having a criminal record, must be reported to SBEC not later
than the seventh day the superintendent first learns of the incident.

The Code of Ethics and Standard Practices for Texas Educators, adopted by the State Board for
Educator Certification, which all district employees must adhere to, is reprinted below:

31

Code of Ethics and Standard Practices for Texas Educators
Statement of Purpose
The Texas educator shall comply with standard practices and ethical conduct
toward students, professional colleagues, school officials, parents, and members of
the community and shall safeguard academic freedom. The Texas educator, in
maintaining the dignity of the profession, shall respect and obey the law,
demonstrate personal integrity, and exemplify honesty. The Texas educator, in
exemplifying ethical relations with colleagues, shall extend just and equitable
treatment to all members of the profession. The Texas educator, in accepting a
position of public trust, shall measure success by the progress of each student
toward realization of his or her potential as an effective citizen. The Texas educator,
in fulfilling responsibilities in the community, shall cooperate with parents and others
to improve the public schools of the community.
Professional Standards
1. Professional Ethical Conduct, Practices, and Performance
Standard 1.1 The educator shall not knowingly engage in deceptive practices
regarding official policies of the school district or educational institution.
Standard 1.2 The educator shall not knowingly misappropriate, divert, or use
monies, personnel, property, or equipment committed to his or her charge for
personal gain or advantage.
Standard 1.3 The educator shall not submit fraudulent requests for
reimbursement, expenses, or pay.
Standard 1.4 The educator shall not use institutional or professional privileges
for personal or partisan advantage.
Standard 1.5 The educator shall neither accept nor offer gratuities, gifts, or
favors that impair professional judgment or to obtain special advantage. This
standard shall not restrict the acceptance of gifts or tokens offered and accepted
openly from students, parents, or other persons or organizations in recognition or
appreciation of service.
Standard 1.6 The educator shall not falsify records, or direct or coerce others to
do so.
Standard 1.7 The educator shall comply with state regulations, written local
school board policies, and other applicable state and federal laws.
Standard 1.8 The educator shall apply for, accept, offer, or assign a position or a
responsibility on the basis of professional qualifications.
2. Ethical Conduct toward Professional Colleagues
Standard 2.1 The educator shall not reveal confidential health or personnel
information concerning colleagues unless disclosure serves lawful professional
purposes or is required by law.
Standard 2.2 The educator shall not harm others by knowingly making false
statements about a colleague or the school system.
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Standard 2.3 The educator shall adhere to written local school board policies
and state and federal laws regarding the hiring, evaluation, and dismissal of
personnel.
Standard 2.4 The educator shall not interfere with a colleague's exercise of
political, professional, or citizenship rights and responsibilities.
Standard 2.5 The educator shall not discriminate against or coerce a
colleague on the basis of race, color, religion, national origin, age, sex, disability,
or family status.
Standard 2.6 The educator shall not use coercive means or promise of special
treatment in order to influence professional decisions or colleagues.
Standard 2.7 The educator shall not retaliate against any individual who has
filed a complaint with the SBEC under this chapter.

3. Ethical Conduct toward Students
Standard 3.1 The educator shall not reveal confidential information
concerning students unless disclosure serves lawful professional purposes or is
required by law.
Standard 3.2 The educator shall not knowingly treat a student in a manner that
adversely affects the student's learning, physical health, mental health, or safety.
Standard 3.3 The educator shall not deliberately or knowingly misrepresent facts
regarding a student.
Standard 3.4 The educator shall not exclude a student from participation in a
program, deny benefits to a student, or grant an advantage to a student on the
basis of race, color, sex, disability, national origin, religion, or family status.
Standard 3.5 The educator shall not engage in physical mistreatment of a
student.
Standard 3.6 The educator shall not solicit or engage in sexual conduct or a
romantic relationship with a student or minor.
Standard 3.7 The educator shall not furnish alcohol or illegal/unauthorized drugs
to any student or knowingly allow any student to consume alcohol or
illegal/unauthorized drugs in the presence of the educator.

Discrimination, harassment, and retaliation
Policies DH, DIA
Employees shall not engage in prohibited harassment, including sexual harassment, of other
employees, unpaid interns, student teachers or students. While acting in the course of their
employment, employees shall not engage in prohibited harassment of other persons, including
board members, vendors, contractors, volunteers, or parents. A substantiated charge of
harassment will result in disciplinary action.
Employees who believe they have been discriminated or retaliated against or harassed are
encouraged to promptly report such incidents to the campus principal, supervisor, or appropriate
district official. If the campus principal, supervisor, or district official is the subject of a
complaint, the employee should report the complaint directly to the superintendent. A complaint
against the superintendent may be made directly to the board.
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The district’s policy that includes definitions and procedures for reporting and investigating
discrimination, harassment, and retaliation is available at each campus principal’s office or the
central business office or at the district website at www.chinaspringisd.net, click on Departments
link, then click on Board of Trustees, scroll to Board Policy.

Harassment of students
Policies DH, DHB, FFG, FFH
Sexual and other harassment of students by employees are forms of discrimination and are
prohibited by law. Romantic or inappropriate social relationships between students and district
employees are prohibited. Employees who suspect a student may have experienced prohibited
harassment are obligated to report their concerns to the campus principal or other appropriate
district official. All allegations of prohibited harassment or abuse of a student will be reported to
the student’s parents and promptly investigated. An employee who knows of or suspects child
abuse must also report his or her knowledge or suspicion to the appropriate authorities, as
required by law.
The district’s policy that includes definitions and procedures for reporting and investigating
harassment of students is available at each campus principal’s office or the central business
office or at the district website at www.chinaspringisd.net, click on Departments link, then click
on Board of Trustees, scroll to Board Policy.

China Spring ISD 161920
Student Discipline

FO (Legal)
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STUDENT CODE OF
CONDUCT

The Board shall adopt a Student Code of Conduct for the District,
with the advice of its District-level committee. The Student Code
of Conduct must:
1. Specify the circumstances, consistent with Education
Code Chapter 37, Subchapter A, under which a student
may be removed from a classroom, campus, disciplinary
alternative education program (DAEP), school bus, or
vehicle owned or operated by the District.
2. Specify the conditions that authorize or require a
principal or other appropriate administrator to transfer a
student to DAEP.
3. Outline conditions under which a student may be
suspended, as provided by Education Code 37.005 [see
FOB], or expelled, as provided by Education Code 37.007
[see FOD].
4. Specify that consideration will be given, as a factor in
each decision concerning suspension, removal to a
DAEP, expulsion, or placement in a juvenile justice
alternative education program(JJAEP), regardless of
whether the decision concerns a mandatory or
discretionary action, to:
a. Self-defense;
b. Intent or lack of intent at the time the student
engaged in the conduct;
c. A student’s disciplinary history; or
d. A disability that substantially impairs the
student’s capacity to appreciate the
wrongfulness of the student’s conduct.
5. Provide guidelines for setting the length of removal to a
DAEP or of expulsion. Except as provided by
Education Code 37.007(e) (Gun-Free Schools Act [see
FOD]), the District is not required to specify a
minimum term of removal or expulsion.
6. Address the notification of the parent or guardian of a
student’s violation of the Student Code of Conduct that
results in suspension, removal to a DAEP, or expulsion.
7. Prohibit bullying, harassment, and making hit lists and
ensure that District employees enforce those
prohibitions.
“Bullying” has the meaning provided by Education
Code 37.0832. [See FFI]
“Harassment” means threatening to cause harm or
bodily injury to another student, engaging in sexually
intimidating conduct, causing physical damage to the
property of another student, subjecting another student
to physical confinement or restraint, or maliciously
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taking any action that substantially harms another
student’s physical or emotional health or safety.
“Hit list” means a list of people targeted to be harmed
using a firearm, as defined by Penal Code 46.01(3) [see
FNCG]; a knife, as defined by Penal Code 46.01(7)
(any bladed hand instrument that is capable of inflicting
serious bodily injury or death by cutting or stabbing a
person with the instrument); or any other object to be
used with intent to cause bodily harm.
8. Provide, as appropriate for students at each grade level,
methods, including options, for:
a. Managing students in the classroom, on school
grounds, and on a vehicle owned or operated by
the District;
b. Disciplining students; and
c. Preventing and intervening in student discipline
problems, including bullying, harassment, and
making hit lists.
The methods adopted must provide that a student who is
enrolled in a special education program under Education
Code Chapter 29, Subchapter A, may not be disciplined for
bullying, harassment, or making of hit lists until an
admission, review, and dismissal (ARD) committee
meeting has been held to review the conduct. [See FOF]
CHANGES IN SCOC

POSTING

NOTICE TO PARENTS

NONCUSTODIAL PARENT

Once the Student Code of Conduct is promulgated, any
change or amendment shall be approved by the Board.
The Student Code of Conduct shall be posted and
prominently displayed at each school campus or made
available for review at the office of the campus principal.
Education Code 37.001
Each school year, the District shall provide parents with
notice of and information regarding the Student Code of
Conduct. Education Code 37.001(d)
A noncustodial parent may request in writing that, for the
remainder of the school year in which the request is
received, the District provide that parent with a copy of any
written notification that is generally provided to a student’s
parent or guardian, relating to student misconduct under
Education Code 37.006 or 37.007. The District may not
unreasonably deny the request. Notwithstanding this
requirement, the District shall comply with any applicable
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court order of which the District has knowledge. Education
Code 37.0091(a)

COPIES TO STAFF

DUTIES

NOTICE TO PARENTS

The District shall provide each teacher and administrator
with a copy of Education Code Chapter 37, Subchapter A
regarding student discipline and with a copy of the related
local policy. Education Code 37.018

The specific duties of the CBC may be established by campus or
district policy. Unless the policy provides otherwise, duties
imposed on a campus principal or other campus administrator by
Education Code Chapter 37, Subchapter A must be performed by
the CBC and a power granted to a campus principal may be
exercised by the CBC.
The CBC shall promptly notify a student’s parent or guardian if
the student is placed into in-school or out-of-school suspension,
placed in a DAEP, expelled, or placed in a JJAEP or is taken into
custody by a law enforcement officer.
A CBC must provide notice by promptly contacting the parent or
guardian by telephone or in person; and making a good faith
effort to provide written notice of the disciplinary action to the
student, on the day the action is taken, for delivery to the
student’s parent or guardian.
If a parent or guardian entitled to notice has not been reached by
telephone or in person by 5 p.m. of the first business day after
the day the disciplinary action is taken, a CBC shall mail written
notice of the action to the parent or guardian at the parent’s or
guardian’s last known address.
If a CBC is unable or not available to promptly provide notice,
the principal or other designee shall provide the notice.
Education Code 37.0012

NO UNSUPERVISED
SETTING

CONTINUATION OF
DISCIPLINARY ACTION

Except for students who are suspended or expelled, no
student may be placed in an unsupervised setting as a result
of conduct for which a student may be placed in a DAEP.
Education Code 37.008(h)

If the District takes disciplinary action against a student and
the student subsequently enrolls in another district or
school before the expiration of the period of disciplinary
action, the district or school taking the disciplinary action
shall provide to the district or school in which the student
enrolls, at the same time other records of the student are
provided, a copy of the order of disciplinary action.
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“Disciplinary action” means a suspension, expulsion,
placement in an alternative education program, or other
limitation in enrollment eligibility of a student.
“District or school” includes an independent school district,
a home-rule school district, a campus or campus program
charter holder, or an open-enrollment charter school.
Education Code 37.022

OPPORTUNITY TO
COMPLETE COURSES

SECLUSION

If a student is placed in in-school suspension or other
alternative setting other than a DAEP, the District shall
offer the student the opportunity to complete, before the
beginning of the next school year, each course in which the
student was enrolled at the time of removal. The District
may provide the opportunity by any method available,
including a correspondence course, distance learning, or
summer school. Education Code 37.021 [For DAEP
notice requirements, see FOCA]
A District employee or volunteer or an independent
contractor of the District may not place a student in
seclusion. Education Code 37.0021(c)
“Seclusion” means a behavior management technique in
which a student is confined in a locked box, locked closet,
or locked room that:
1. Is designed solely to seclude a person; and
2. Contains less than 50 square feet of space.
Education Code 37.0021(b)(2)
This section and any rules or procedures adopted under this
section apply to a peace officer only if the peace officer:
1. Is employed or commissioned by the District; or
2. Provides, as a school resource officer, a regular police
presence on the District campus under a memorandum
of understanding between the District and a local law
enforcement agency.
Education Code 37.0021(h)

EXCEPTIONS

This prohibition on seclusion does not apply to:
1. A peace officer performing law enforcement duties; or
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An educational services provider with whom a student is
placed by a judicial authority, unless the services are
provided in an educational program of the District.

LAW ENFORCEMENT
DUTIES

RESTRAINT
REPORTS

CORPORAL PUNISHMENT

PARENT STATEMENT

DEFINITION

“Law enforcement duties” means activities of a peace
officer relating to the investigation and enforcement of state
criminal laws and other duties authorized by the Code of
Criminal Procedure.
Education Code 37.0021(b)(4), (g)
The District shall report electronically to TEA, in
accordance with standards provided by Commissioner rule,
information relating to the use of restraint by a peace
officer performing law enforcement duties [see LAW
ENFORCEMENT DUTIES, above] on school property or
during a school-sponsored or school-related activity. The
report must be consistent with the requirements adopted by
Commissioner rule for reporting the use of restraint
involving students with disabilities [see FOF]. Education
Code 37.0021(i)
“Restraint” means the use of physical force or a
mechanical device to significantly restrict the free
movement of all or a portion of a student’s body.
Education Code 37.0021(b)(1)
If the Board adopts a policy under Education Code
37.001(a)(8) under which corporal punishment is permitted
as a method of student discipline, a District educator may
use corporal punishment to discipline a student unless the
student’s parent or guardian or other person having lawful
control over the student has previously provided a written,
signed statement prohibiting the use of corporal
punishment as a method of student discipline. Education
Code 37.0011(b)
To prohibit the use of corporal punishment as a method of
student discipline, each school year a student’s parent or
guardian or other person having lawful control over the
student must provide a separate written, signed statement to
the Board in the manner established by the Board. The
student’s parent or guardian or other person having lawful
control over the student may revoke the statement provided
to the Board at any time during the school year by
submitting a written, signed revocation to the Board in the
manner established by the Board. Education Code
37.0011(c)–(d) use of force to MAINTAIN DISCIPLINE
“Corporal punishment” means the deliberate infliction of
physical pain by hitting, paddling, spanking, slapping, or
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any other physical force used as a means of discipline. The
term does not include physical pain caused by reasonable
physical activities associated with athletic training,
competition, or physical education or the use of restraint as
authorized under Education Code 37.0021 [see FOF].
Education Code 37.0011(a)
USE OF FORCE TO
MAINTAIN DISPLINE

VIDEOTAPES AND
RECORDINGS
REPORTS

REPORTS:
DISCIPLINARY
ALTERNATIVE
EDUCATION
PROGRAMS

The use of force, but not deadly force, against a student is
justified if the teacher or administrator is entrusted with the
care, supervision, or administration of the student when,
and to the degree the teacher or administrator reasonably
believes the force is necessary, to further the purpose of
education or to maintain discipline in a group. Penal Code
9.62
A District employee may, without consent of a child’s
parent, make a videotape or recording of the child if the
videotape or recording is to be used only for purposes of
safety, including the maintenance of order and discipline in
common areas of the school or on school buses. Education
Code 26.009(b)(1) [See FNG]
The District shall annually report to the Commissioner:
For each placement in a DAEP:
a. Information identifying the student, including the
student’s race, sex, and date of birth, that will enable
TEA to compare placement data with information
collected through other reports;
b.

c.

d.

Information indicating whether the placement was based
on:

(1) Conduct violating the Student Code of
Conduct;
(2) Conduct for which a student may be
removed from class by a teacher [see
FOA and the Student Code of Conduct];
(3) Conduct for which placement in a DAEP
is required [see FOC and the Student
Code of Conduct]; or
(4) Conduct occurring while a student was
enrolled in another district and for which
placement in a DAEP is permitted by
Education Code 37.008(j);
The number of full or partial days the student was
assigned to the program and the number of full or
partial days the student attended the program; and
The number of placements that were inconsistent
with the guidelines on length of placement in the
Student Code of Conduct.
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EXPULSIONS

For each expulsion, a district shall annually report to the
commissioner:
e. Information identifying the student, including the
student’s race, sex, and date of birth, that will enable
TEA to compare placement data with information
collected through other reports;
f.
Information indicating whether the expulsion was
based on:
(1) Conduct for which expulsion is required,
including information specifically
indicating whether a student was expelled
for bringing a firearm to school; or
(2) Conduct for which expulsion is permitted;
g. The number of full or partial days the student was
expelled;
h. Information indicating whether:
(1) The student was placed in a juvenile
justice alternative education program;
(2) The student was placed in a DAEP; or
(3) The student was not placed in a juvenile
justice or other DAEP; and
i.
The number of expulsions that were inconsistent
with the guidelines on length of expulsion in the
Student Code of Conduct.
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Employee/Management Relations
Legal & Local DGBA
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EXHIBIT A
EMPLOYEE COMPLAINT FORM – LEVEL ONE
To file a formal complaint, please fill out this form completely and submit it by hand delivery, fax, or U.S. mail to
the appropriate administrator within the time established in DGBA (LOCAL). All complaints will be heard in
accordance with DGBA (LEGAL) and (LOCAL) or any exceptions outlined therein.
1. Name _____________________________________________________________________________
2. Address ___________________________________________________________________________
Telephone number _________________________________
3. Position _____________________________ Campus/Department _____________________________
4. If you will be represented in voicing your complaint, please identify the person representing you.
Name ______________________________________________________________________________
Address ____________________________________________________________________________
Telephone number _________________________________________
5. Please describe the decision or circumstances causing your complaint (give specific factual details).
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
6. What was the date of the decision or circumstances causing your complaint? _____________________
7. Please explain how you have been harmed by this decision or circumstance. ______________________
___________________________________________________________________________________

______________________________________________________________________
______________________________________________________________________
8. Please describe any efforts you have made to resolve your complaint informally and the responses to
your efforts. _________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
With whom did you communicate? ______________________________________________________
On what date: _______________________________________________________________________

9. Please describe the outcome or remedy you seek for this complaint. _____________________________
___________________________________________________________________________________
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Employee Signature _____________________________________________________________________
Signature of employee’s representative ______________________________________________________
Date of filing __________________________________________________________________________
Complainant, please note: A complaint form that is incomplete in any material way may be dismissed, but may be
refiled with all the required information if the refiling is within the designated time for filing a complaint.
Attach to this form any documents you believe will support the complaint, if unavailable when you submit this form,
they may be presented no later than the Level One conference.
Please keep a copy of the completed form and any supporting documentation for your records.

China Spring ISD does not discriminate on the basis of sex, disability, race, color, age or national origin in its educational programs, activities, or
employment a required by Title IX, Section 504 and Title VI.
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EXHIBIT C
LEVEL TWO APPEAL NOTICE
To appeal a Level One decision, or the lack of a timely response after a Level One conference, please fill out this
form completely and submit it by hand delivery, fax, or U.S. mail to the Superintendent or designee within the time
established in DGBA (LOCAL). Appeals will be heard in accordance with DGBA (LEGAL) and (LOCAL) or any
exceptions outlined therein.
1. Name ___________________________________________________________________
2. Address _________________________________________________________________
Telephone number (

) _____________________________________

3. Position ______________________________________ Campus ___________________
4. If you will be presented in voicing your appeal, please identify the person representing you.
Name____________________________________________________________________
Address __________________________________________________________________
Telephone _________________________________________________________________
5. To whom did you present your complaint at Level One? ____________________________
Date of conference _________________________________________________________
Date you received a response to the Level One conference __________________________
6. Please explain specifically how you disagree with the outcome at Level One.

7. Attach a copy of your original complaint and any documentation submitted at Level One.
8. Attach a copy of the Level One response being appealed, if applicable.

Employee signature__________________________________________ Date ____________

Signature of employee’s representative____________________________________________

China Spring ISD does not discriminate on the basis of sex, disability, race, color, age or national origin in its educational programs, activities, or
employment as required by Title IX, Section 504 and Title VI.
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EXHIBIT E
LEVEL THREE APPEAL NOTICE
To appeal a Level Two decision, or the lack of a timely response after a Level Two conference, please fill out this
form completely and submit it by hand delivery, fax, or U.S. mail to the Superintendent or designee within the time
established in DGBA (LOCAL). Appeals will be heard in accordance with DGBA (LEGAL) AND (LOCAL) or
any exceptions outlined therein.
1. Name ___________________________________________________________________
2. Address _________________________________________________________________
Telephone number (

) _____________________________________

3. Position ______________________________________ Campus ___________________
4. If you will be presented in voicing your appeal, please identify the person representing you.
Name____________________________________________________________________
Address __________________________________________________________________
Telephone _________________________________________________________________
5. To whom did you present your complaint at Level Two?
Date of conference _________________________________________________________
Date you received a response to the Level Two conference __________________________
6. Please explain specifically how you disagree with the outcome at Level Two.

7. Do you want the Board to hear this appeal in open session? _________ Please be aware that the Texas
Open Records Act may prevent the Board from granting a request for open session.
8. Attach a copy of your original complaint and any documentation submitted at Level One and a copy of
your Level Two appeal notice.
9. Attach a copy of the Level Two response being appealed, if applicable.
Employee signature__________________________________________ Date ____________
Signature of employee’s representative____________________________________________

China Spring ISD does not discriminate on the basis of sex, disability, race, color, age or national origin in its educational programs, activities, or
employment as required by Title IX, Section 504 and Title VI.
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