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WELCOME TO IDEA PUBLIC SCHOOLS

Dear Team & Family Member:

Welcome to the 2023-2024 school year with IDEA Public Schools! As an employee at IDEA, you
are the most important part of helping us achieve our mission *to all students for success by
gaining admission to and graduating from a four-year college or university of their choice.

7KLY KDQGERRN FRQWDLQV LQIRUPDWLRQ DERXW ,.(\®dghavelPSOR)
designed our employment policies and practices not only to comply with federal and state
employment laws, but also to attract, develop, and reward talented educators, administrators,

support staff, and leaders.

This handbook supersedes all previously issued handbooks and is a valuable reference for
understanding your job at IDEA. Each employee is expected to read this handbook carefully and
know and abide by the policies outlined herein as revised over time, throughout your
employment. No oral statement or representations can change the provisions of this handbook.
IDEA reserves the right to revise, delete, and add to the provisions of this handbook. Nothing in
this handbook creates an employment contract, constitutes a legally binding agreement, or alters
\RXU FRQWUDFWXDO RU DW ZLOO" VWDWXV RI HPSOR\PHQW LQ

If you have any questions regarding the contents of this handbook or any other policy or
procedure, please ask your principal, supervisor, or the Human Resources Compliance and Risk
Management department. This Employee Handbook can also be accessed via the Human
Resources Compliance and Risk Management HUB page.

Please sign the acknowledgement form in Tyler-Munis Employee Self-Service indicating that
you agree to read and abide by the policies and procedures outlined in this handbook. This
acknowledgement will also provide IDEA with a record that each employee has been provided
access to an online version of this handbook and/or has received instructions on how to obtain
a printed copy of the handbook.

Sincerely,

Martin Winchester
Chief Human Assets Officer
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~~d, _e+ 8§} u%Pojthgseaxe in both English and Spanish for employees to read.

Immigration Law Compliance
IDEA is committed to employing only United States citizensdaedmented immigrantsvho are authorized to
work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.

Employees with questions or seekingma information on immigration
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Nondiscrimination Based on Genetic Information (GINA)

IDEA will not deny initial employment, reemployment, retention in employment promotion, or any benefits of
U%o0}Cu vsS }v §Z -]: }( P v 8] Jv(}E&u S8]}v ]v on JvP Jv(}&u S]}v  }usS v
Pv 8] § ¢3¢ }( v ]v]A]l M o]* (u]loC uu E<U +» A oo =< Jv(}&uU S]}v }us
J*°}YE & Jv v ]v rhilylmembers.(

2.2  Application for Employment

Thoseseeking employment with IDEA Public Schealsvisit the IDEA websitetavww.ideapublicschools.org
Applicants must be 18 years of age or older in order to be considered for employment; however, an applicant of
17years of age may be hired in special circumstances. Applications will remain active for one ye#refrom
application date. Applicants will be required to reapply after their application has been on file for a year.

IDEA reserves the right to terminate any employee or decline to employ an applicant if the person falsifies any
information on the applicatin or on any other employment related documentation or fails to disclose any criminal
conviction or misrepresents information regarding any such conviction on an employment application.

Prior to the start of employment with IDEA, applicants must also ceraphe PreEmployment Affidavit form, as
published by the Texas Education Agency, disclosing whether the applicant has been charged with, adjudicated
for, or convicted of having an inappropriate relationship with a minor.

2.3  FairCredit Reporting Act

IDEA may utilize consumer reportse.g., credit, criminal, employment references and Department of Public
Safety reports to assish making employment decisions. In addition, IDEA may conduct annual driving record
checks to verifghat the licenses and driving records of those employees required to drivedidBeéd vehicles

are valid and acceptable to our insurance carrier.

Where required by applicable law, prior to running any of the abosmtioned checks/records, each employee
will be provided any required notice form(s) and must sign an authorization form at the time joktlagplication

or prior to being extended an offer of employment. Refusal to sign such authorization is grounds for
disqualification from employment with FPA. Continued employment is also expressly conditioned on satisfactory
results from legally authorized or required records and background checks.

Iv 82 A v§ |/ E o] * }v ~Alvepyu E E %}ES_ (}JE v ~ A E- §]tv_ e
Act and regulationt i.e., denyingan offer of employmentreassigning or terminating an employee, or denying a
promotion t IDEA will take theollowing action(s):
Step 1 Before taking adverse action, the employee will be provided sapkeerse action disclosure that includes

}%C }( 3Z v ]JA] pu o[* }vepu E E %}ES v }%C }( ~ “puu EC }( z
Z %o} E §]vtR dodiment prescribed by the Federal Trade Commission.

Step 2 After taking an adverse action, the employee will be provided notither orally, in writing, or
electronicallyt that the action has been taken. This notice will include:

X

13


http://www.ideapublicschools.org/




15
RevisedDecember2022



16



17
RevisedDecember2022



completion of the investigation.

A manager
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Employment records must be kept up to date. Employees must notify the Human Restepeesnent via Tyler

Munis Employee Se8ervice if there are any changes or corrections to their name, address, telephone number,
and emergency contact information. Nam&Z vP Vv}S8](] S]}ve upes *H ulss o}vP Al3Z
vAe<]oe puElI]$C E %] $]VP §Z u%o0}C [+ Vv A v u X

2.17 Personnel Records

IDEA maintains a personnel file for each employee. These files are the property of IDEA and access to such files is
restricted to the extent permitted by law. In general, only supervisors and management personnel are authorized

to review personnel filesEmployees seekingnformation contained irtheir personnel filesshould make that

direct requestto the Human Resourcé&Sompliance and Risk Managemelgpartment. Only Human Resources
Compliance and Risk Management Departmisnauthorized to release information about current or former
employees

Anwi 8 8} 87 JA U 00 JV(}EuU 3]}V ]V V U%O0}C [+ % E-}vv o (Jo Aloo
his or her representative ithe same manner that public information is made available under the public
information laws found in Texas Government Code Chapter 552.

An employee or his or her authorized representative has a special right of access, beyond the right of the general

public, to information held by IDEA that relates to the employee, and that is protected from public disclosure by

0 Ae Jvs§ v 8§} % E}S 8 3Z U%O0}C [* % E]A C Jvd E ¢3X [/ ucC v}s

representative access to informationlating to the employee on the grounds that the information is considered

confidential by privacy principles under the Public Information Act. However, IDEA may assert, as grounds for

denial of access, other provisions of the Public Information Act or déwes that are not intended to protect the
U%O0}C [* % @E]A C Jvd E 35X

1/ § Eul]v * SZ S Jv(}&Eu S]}v ]v v u%o}C [« & }E&E * ] A u%S (E}u
Texas Government Code chapter 552, Subchapter C, other than an excieptiotied to protect the privacy
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employees for which they have professional supervisory responsibility.

IDEA cannot employ relatives of board members and willrefsrse to hire or assign a reiaé in a position where

the appearance of or potential for favoritism or conflict exists or where otherwise prohibited by law. Employees
shall also refrain from making hiring, firing or other decisions impacting the terms or conditions of employment
of relatives. Where hardship exists, employees may appeal to the Chief Human Assets Officer in accordance with

22






2.24  Special Rules for Social Studies Courses

For any social studies course offered by IDEA, a teacher may oofripelled to discuss a particular current event
or widely debated and currently controversial issue of public policy or social affairs. A teacher who chooses to
]* Hee op Z §}%] <Z ooU 8} §Z 3 }( 8Z & Z E[e rim]di@ide eBAE]A &
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3.6 Claim Forms

Claim forms may be obtained directly from the respective insurance carrier. You can find contact information
through the IDEA Employee Benefits Guide, or you can visiCtmpensation & BenefildUB page to access
claim forms.

3.7 Teacher Retirement SysterTR$

The Teacher Retirement SystdifRS)s a public pension plan of the Statue of Texas. Established in T933,
provides retirement and related benefits fttoseemployed by a publicharter school.

TRS determines the employee, employer, and staguired contributions each year. The contributions are
mandated and, therefore, cannot be changed by émeployee or the employer.

Eligibility- Employment that makes one eligible for membership in TRS is:
x Regular employment in a public, stasepported educational institution in Texas that is expected to last
for a period of four and ondalf months omore;
X For onehalf or more of the standard futime workload; and
X With compensation paid at a rate comparable to the rate of compensation for other people employed in
similar positions.

An employee of a public, statupported educational institution in Texameets these requirements if the
uu E[s peS}u EC u%o0}Cu vsS ] (}E 11 Z}pE+ }E& ulE ZA 1 v JE (}

28


https://ideapublicschoolsorg.sharepoint.com/CompensationAndBenefits/SitePages/Home.aspx

application procedures for TRS benefits is available from the Teacher Retirement System of Texas, 1000 Red River
Street, Austin, TX 787@698, or by phone at800-223- 8778 or 512542-6400. TRS informatiois also available
on the TRS website atww.trs.state.tx.us

Individuals receiving retirement benefits from TRS may be employed in accordance with TRS rules and state law.
Detailed information about employment after retirement is available in the TRS publication Etigoloyment

After RetirementEmployees may contact TRS for additional information by calB8@p-223-5445 or 512542

6400. Information is also available dmetTRS website atww.trs.state.tx.us

3.8 403p)or 4570
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PART 4. COMPENSATION

Employees are paid in accordance with administrative guidelines and a pay structure established for each position.
I [+ }u% ve §]}v %0 v ]the®mddihidrationgeriodically and may be adjusted-aill and without
notice as needed.

Employeesvho perform extracurricular or supplemental duties may receive additional compensation in addition
to their salary according to extrduty and stipend pay schedules.

Employees should contact the Payroll department with questions about pay schedules at
payrollSupport@ideapublicschools.oand contact the Compensation department for questions about pay
amounts and determination atompensationsupport@ideapublicschools.org

4.1 Annualized Compensation

IDEA exempt and teekly extended employees are compensated over anblth period based upotthe
academic/work calendar for their role. True hourly staff will not have an annualized pay calculation. Employees
working their full academic/work calendar for the given fiscal year will receive their full salaries/pay over the given
12-month period. Emjmyees starting after the first day of the academic/work calendar will have their salaries/pay
prorated in accordance with IDEA pay policies and applicable law. The proration is based upon the number of paid
days remaining in the academic/work calendapiaportion to the full academic/work calendar to determine the
remaining pay for the academic/work year. The resulting proration is paid out in equal monthly payments
throughout the remaining paychecks in the academic/work year.

Employees who separate froemployment voluntarily will receive their final paycheck on the next scheduled pay
date. Employees who involuntarily separate from employment will receive their final pay within six (6) calendar
days of separation in accordance with state |®lease nat that due to the pay schedule, some employees may
be overpaid at the time ofeparation from employmentin these cases, employees will not receive a final
paycheckas allowed by applicable law.

4.2 Pay Procedures

IDEA follows afederal state, andlocalPayDaylawsX v u%0}C [« u §8Z} }( % C u C Z vP
with or without notice. Pay due will include earnings per clock submission feaerempt employees for all work
performed through the end of the previous payroll period and, deempt employees, per the exempt work
agreement period.

Exempt employees are paid monthly, and rexempt employees are paid-hieekly. Please see hly, and non
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E U%S UuU%o0}C [ PE}ee Jv }u Je Jvep((] 1 vsS 8} u]Jvs ]v }u%o] v Alsz
effective minimum wage, the deduction will be adjusted adoagly.

For questions related to benefit deductions from pay, please contact the Benefits department at
benefitsSupport@ideapublicschools.orfor questions rated to taxes or involuntary deductions from pay,
please contact the Payroll department@ayrollSupport@ideapublicschools.org.

4.6 Fair Labor Standards AdtExempt vs. NorExempt Classification

All employees are classified as either exempt or-egampt, according to job duties as determined by the
% E}A]+]Ive }( 83Z ( € o & |E > }E ~réxemptEmploydes-ar& pedd or Xn Edwly basis
and are covered by the overtime provisions of the FLSA and by Texas wage and hour laiseiphemployees
are required to fill out timesheets accounting for all hours worked in a pay period. Altering, overstating
falsifying time records may result dhisciplinary action up to and including termination.

Exempt employees are salaried and classified based on specific tests as mandated by the FLSA. Thus, exemp

status applies to the position and not the employee. Meeting these qualifications exemptsatesigpositions

from overtime provisions of the FLSA. Exempt employees are paid a fixed salary determined by the duties to be

performed rather than the number of hours worked. However, any full days of absence taken in excess of the
U%o0}C [+ 0O }sice kesdrd accumulation of leave will result in an employee payroll deduction calculated

at a prorated daily rate. Deductions for less than fdlly absences may be made for exempt teaching positions.

I [+ %}*]8]}ve E& & A] A v (exenBt or noRex&pf) status that is maintained on a master
record by the Payrol % ESu vSX Vv u%o0}C [-exémpucdtassiffa@ionyvay be changed only upon
written notification by IDEA, and in accordance with applicable federal law. Employagsobtain this
information from the Payrollepartment upon request.

4.7 FulkTime, PariTime and Temporary Classification

Scheduled Duration Health PAID TIME Pay Retirement
Classification Hours per week | of employment Benefits | OFF Increase Plans
ELIGIBLE| ELIGIBLE Eligible
Full time (Permanent] 32+ 415 Months or more Yes Yes Yes Yes
Parttime (Permanent] 20 t31.9 4 % Months or morg Yes No Yes Yes
>12 months
FLEX Hours Less than 2Q 4 % Months or morg No No Yes No
(PERMANENT) hours >12 months
FULL TIME (Season: 32+ 4 % Months to 1 Yes
year
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4.14 Additional Pay

Stipends

Stipend Amounts | Terms are reviewed annually and may chahgsed on organizational
& Disbursement | priorities and state, private, or local funding

Actively employed with IDEA when stipends are paid to receive the stig
Employees who cease employment with IDEA prior to the date stipend
paid are not eligible to receive payment. Eligible, active employees shg
Stipend Eligibility | notify the Payroll department aotdingly if they do not receive a stipend.
Prorated for an eligible employee that begins employment after the firsi
Stipend Proration | day of their work calendar. Reference stipend schedule.

I.e., grade team leaders, mentprincipals, extracurricular sponsors are
Stipend for Extra | paid based on work completed. Stipend proration applies for any eligib
Duties employees who go on leave during the term of the stipend.

Approved Additional Pay

Additional pay considerations are approved based off the Board approved compensation
and boardapproved budget on an annual basis and published on IDEA's Hub Site. Please \
Compensation and Benefits Team Web Plagapproved stipends and stipend guidelines.

4.15Teacher Extra Duty Pay
After-school pay for teachers is set YEA 8$27.50 per hour. Principals determine which teachers teach/tutor

after-school at their campus. Teachers who do not receive an expectedsafteol payment should notify the
Payroll department.

All schoolghat conduct Saturday school compensate teachers at the rate of $27.50 per hour for hours worked
during and in connection with Saturday schdtdincipals determine which teachers teach Saturday school at their
campus. Teachers who do not receive an expg@&aturday school payment should notify the Payroll department.

*Note: Teachers are not eligible to clock in for extra duty duringréggilarschool dayExtra duty does not

36
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employee lives). Employees will bambursed the difference between the travels from home office to the city
the employee is traveling.

Mileage reimbursement must be submitted to the Business Office @@imguror Tyler Munis In region mileage
will be submitted via Concur while out ofgien travel should be submitted via Tyler Munis

Travel by Commercial Airline

IDEA employees shall travel via a common, commercial airline in -ot@sh accommodations. When booking
travel, IDEA employees must make travel arrangements at the lowesabMgihonrefundable coach airfare at

least fourteen (14) calendar days before traveling or on the date that the employee is directed to travel to conduct
official IDEA business.

Certain exceptions to this policy apply and can be reviewddbard Policy, Policy GrouptFiscal Management
- Travel

PART 5. LEAVES AND ABSENCES

IDEA offers eligle employees paid and unpaid leaves of absences based upon qualifying events. This handbook
describes the basic types of leave available and related restrictions. Employees who expect to be absent for an
extended period of more than fivg®) days, or intemittently for more than an average of one (1) day per month,
should notify both their manager and thduman Resourcedepartment for information about applying for
applicable leave benefits, options for insuranaermium paymentsand requirements for comunicating with

IDEA during an approved period of leave.

5.1 Attendance

IDEA depends heavily upon its employees to serve students and sdibdedsexpects employees to be available
full-time during scheduled working hou®ependability, attendance, and punctuality are essential at all times.

Excessive absenteeism, tardiness, and leaving work prior to the designated time constitute grounds for disciplinary
action, up to and including termination of employmefixceptions may only be approved by Human Resources
in accordance with applicable laws and IDEA policy.

As described further in Section 9.3 of this Handbook, failure to provide notice of an absence to a supervisor for
three (3) consecutive workdays (unle$é E A v 3§ C ]J]E& MpueS v Clv 8§z U%O0o}C [

considered job abandonment and voluntary resignation on the last day worked, in accordance with applicable
federal and state law.

5.2
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5.3 Paid Holidays
,}Jo] Ce } « EA c / EW EA z E[+ CU D E3]v >usz E <]vPU :E

Independence Day (in conjunction with welskg paid summer break for yeaound staff), Labor Dayndigenous
Peoples Dayformerly Columbus Day)
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An employee omilitary leave is entitled to continuation of health insurance coverage as follows:

x Absences of 31 or more days: The employee may elect to continue coverage for up to 24 months or for
the period of military service (including the time period allowed to reapply for reemployment), whichever
is shorter. The employee may be required to cdmite up to 102% of the overall (both employer and
employee) premium. Upon reinstatement, the employee must be reinstated immediately into the health
plan without any waiting periods or prexisting condition exclusions.

X Absences of fewer than 31 days: Tdraployee is entitled to coverage under the health benefits plan as
if he or she were employed continuously. The employee must continue to pay his or her portion of the
regular premium.

x If the employee is participating in TRR8tiveCare ,the employee mustect to continue participation in
the plan. If the employee does not elect continuation, coverage will end on the last calendar day of the
month in which the employee enters active, ftithe military service.

Group term life insurance provided by IDEA

43



after completion of military service.

When the employee returns from military service, he be $s entitled to return to the position the employee
would have attained if he or she had not been called to uniformed service. In limited circumstances based on
business necessities, reinstatement may not be possible.

A reemployment positiolincludes the seniority, status, and rate of pay that an employee would ordinarily have
83 Jv Jv 83Z % }*]13]}vU PJA v 8Z u%O0}C [« i} Z]*3}ECU ]J( 3Z u%o0}C

Protection from Discharge

Under USERRAreemployed employee may not be discharged without cause: (1) for one year after the date of

E U%O0}Cu v3 J( 8Z % Ee}v[e % E]} }( ulo]d EC « EA] A« (JE i6i Co
§ }(E u%o}Cu vsS ]J( §Z % @&m}sdrvicewas fgr 32 (o UPO Hays. Persons who serve for 30
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Service Member Family Lea
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period for any FMLA qualifying reason(s). Theridhth period is a rolling period measurbglooking back over

the last 12 months from the date of the request and subtracting the amount of FMLA time taken during
the previous 12 monthsrom the employee's 12veek leave allotmentThe Department of Labor
publication /E %0 Jve 8Z | MEZDp _(}E o po 3]}v}I( AJo o &D> o A v
illustration. An eligible employee who is eligible for Service Membenilya_eave may take a maximum of only

26 weeks during a rolling ¥2onth period, even if the employee also qualifies for FMLA leave for a reason other
than Service Member Family leave.

Limitations on FMLA Leave

Leave to care for a newborn, or fonawly placed adopted or foster child, must conclude within 12 months after

the birth or placement of the child. When both spouses are employed by IDEA, they are entitled to a combined
total of twelve 12 workweeks of FMLA leave within the designatedhdBth period for the birth, adoption, or

foster care placement of a child, for aftercare of the newborn or newly placed child, and to care for a parent (but
not in-law) with a serious health condition. Each spouse may be entitled to additional FMLA leathefdfMLA
qualifying reasons, but not more than a total of 12 workweeks per person. For example, if each spouse took six
weeks of leave to care for a newborn child, each could later use an additional six weeks due to his or her own
serious health conditionr to care for a parent or child with a serious health condition.

Intermittent or Reduced Schedule Leave

FMLA leave may be taken intermittently or on a reduced leave schedule under certain circumstances.
Avd Eul83 vi o A _ ]e &D> 03 A 03 lev}{vitu% (E 3} <+]JvPo <«p o](CJvP &E
o A «Z po _]J* o A «Z po 8Z 38 E M * V U%O}C [ pep o vuu E }(
hours per workday.

Intermittent or reduced schedule leave is appropriate whemrthis a medical need for such leave for an
U%0}C [+ }Av « E]}ue Z 03Z }v ]§]}vU 8} E (1& *%otpue U % E vSU ¢}

condition, or to care for a covered servicemember with a serious injury or illness. An employeesmde al

entitled to use intermittent or reduced schedule leave for qualifying exigencies. An empyetentitled to

take intermittent leave for the birth and care of a newborn child or for the placement of a child for adoption or

foster care unlessDEAagrees to the arrangement.

Additionally, if an employee needs leave intermittently or on a reduced schedule for planned medical treatment
for his or her own serious health condition or for that of a qualifying family member, the empsihymeédmake
E °*}v o ((}ES 8} Z po 8§Z SE Su vsS ¢} ¢ 38} v}S pv poC JeEU%S /

Transfer to an Alternative Position

If an employee requests intermittent or reduced schedule leave that is foreseeable based on planned medical
treatment, IDEA may require the employee to transfer temporarily to an available alternative position for which

§Z Uu%o0}C Je <puo](] U v Azl z 3858 E juu} S ¢« E PEE]VP % E]} ¢
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will be required to submit a fithesf®r-duty cerification from his or her health care provider with respect to the
condition for which the leave was taken, stating that the employee is able to perform the essential functions of
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http://www.wagehour.dol.gov/

Employees may use available leave for absences due to a death in the immediate family, which is defined as an
U%o0}C [+ %tedpareBilspouse, child, stepchild, sibling, grandparent, or grandchild. IDEA will provide up
to ten (10) days of unpaid bemgement leave in the event of a death in the immediate family.

Bereavement leave days should be taken consecutively, within a reasonable time from the date of the death or
day of thefuneral andmay not be split or postponed.

5.9  Jury Dutyand Grand Jury Service

IDEA may not dischargtreaten to discharge, intimidateyr coerce an employee because the employee serves

e IME}IEU }E& (}& SZ u%o}C [+ 8§Sv v }E e« Z po §S v v v }vv
in the Lhited States. Additionally, IDEA may not terminate the employment of an employee because the employee
serves as a juror or grand juror

/ Aloo % E}A] % ] o AU & v u%o0}C [+ E Puo E JoC }E&E Z}uEoC &
on a jury or grand jury.

An employee on jurgr grand juryduty is expected to report to work any day he or she is excused$tarinduty.
An employee summoned for jugr grand juryduty must notify his or her supervisor immediatgbyovide a copy
of the jury notice, and upload the notice into the Frontline system upon entering his or her absence.

5.10 Other Court Appearances

Employees will be granted paid leave to comply with a valid subpoena to appear ineional, legislative, or
administrative proceeding. Employees must submit documentation of their need for leave for court appearances
to their direct managermnd Human ResourcedDEA will not discharge, discipline, or otherwise penalize an
employee because he or she complies with a valid subpoena to appear in a civil, criminal, legislative, or
administrative proceeding.

5.11 Voting Leave

Any employee who does not have two (2) consecutive-work hours while the polls are open d&ection Day

will be given up to two (2) hours off with pay in order to vote, unless more time is required by state law. The
employee should notify the appropriate supervisor before Election Day if time off is needed, so that the timing of
§Z U%o0}C [+ canbe prearranged.

PART 6. EMPLOYEE CONDUCT AND WELFARE

6.1 Standards of Conduct
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regarding a student.

Standard 3.4AnIDEA employeshall not exclude a student from participation in a program, deny benefits

to a student, or grant an advantage to a student on the basis of race, color, gender, disability, national
origin, religion, family status, or sexual orientation.

Standard 3.5.An IDEA employeshall not intentionally, knowingly, or recklessly engage in physical
mistreatment, neglect, or abuse of a student or minor.

Standard 3.6An IDEA employeghall not solicit or engage in sexual conduct or a romantic relationship
with a student or minor.

Standard 3.7An IDEA employeshall not furnish alcohol or illegal/unauthorized drugs to any person
under
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Any peson who suspects fraud or financial impropriety shall report the suspicions immediately to any supervisor,
the Superintendent or designee, the Board President, or local law enforcement. Reports of suspected fraud or
financial impropriety will be treated asonfidential to the extent permitted by law. Limited disclosure may be
necessary to complete a full investigation or to comply with law. All employees involved in an investigation shall
be advised to keep information about the investigation confidential.

Neither the Board of Directors nor any IDEA employee shall unlawfully retaliate against a person who in good faith
reports