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Introduction 
 
The Burkburnett Independent School District (District) is an equal opportunity educational 
provider and employer, does not discriminate on the basis of race, color, religion, gender, 
national origin, age, disability, military status, genetic information, or any other basis prohibited 
by law.  Additionally, the district does not discriminate against an employee or applicant who 
acts to oppose such discrimination or participates in the investigation of a complaint related to 
a discriminatory employment practice.   
 
Employees with questions or concerns about discrimination based on gender, including sexual 
harassment or discrimination on the basis of disability should contact the Assistant 
Superintendent. 
 
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 
policies that are included have been summarized.  
 
I understand that no modifications to contractual relationships or alterations of at-will 
employment relationships are intended by this handbook.  This handbook is neither a contract 
nor a substitute for the official district policies.  Nor is it intended to alter the at-will status of 
noncontract employees in any way.  The manual is a guide to, and a brief explanation of, district 
policies and procedures related to employment.  These policies and procedures can change at 
any time. Changes to policies and procedures shall supersede any handbook provisions that are 
not compatible with the change.  For more information, employees may refer to District 
policies on line at www.burkburnettisd.org. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

District Beliefs, Vision, and Mission 
 

Beliefs 
 
Students are our top priority. 

Therefore, we believe: 
• Formal education is a beginning; a tool to be utilized as student’s endeavor to pursue 

their individual passions 
• Everyone should be afforded the same educational opportunities dedicated to unlocking 

their unique purpose and potential 
• All students can be inspired to become productive risk-takers and problem-solvers 
• In attracting, retaining, developing and empowering professionals who inspire and 

create a passion for lifelong learning in all students 
• Education should occur in a safe, secure, and nurturing environment, conducive to 

learning 
• Learning best occurs through effective collaboration among students, parents and 

guardians, educators, and the community as active, engaged participants 
• Technology and next generation learning should be embraced and utilized appropriately 
 
 

Vision 
 

Burkburnett ISD. . . 

Transforming learning to inspire ALL students 

in an ever-changing world 

 
Mission 

 

Burkburnett ISD . . . 
An environment of exploration where we 

• Discover the value of learning 
• Increase passion 

• Maximize potential 
 

 



 

Board of Trustees 
Policy BA Board Legal Status and Policy BE Board Meetings 

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, and facilities.  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.  Board members are elected the first Saturday 
in May and serve staggered three-year terms.  Board members serve without compensation, must be 
qualified voters, and must reside in the district. 

  

 CURRENT BOARD MEMBERS: 

Frank Andrajack President 

Terry Klipp  Vice-President 

Keith Myers   Secretary 

Robin Bachert  Trustee 

Jimmy Beeson  Trustee 

Les Healton  Trustee 

Doug Smith  Trustee 

  

The board usually meets on the third Thursday of each month at the BISD Board Room located at The 
Hardin Building, 100 N. Ave. D, Burkburnett, Texas at 6:30 p.m. In the event that large attendance is 
anticipated, the board may meet at the middle school campus.  Special meetings may be called when 
necessary.  A written notice of regular and special meetings will be posted at the administration building 
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.  In certain circumstances, Texas law permits the board to go into a 
closed session from which the public and others are excluded.  Closed session may occur for such things 
as discussing prospective gifts or donations, real property acquisition, certain personnel matters including 
employee complaints, security matters, student discipline, or to consult with attorneys regarding pending 
litigation. 

 
 

 

 

 



 

Administration 
 

Dr. Tylor Chaplin, Superintendent 

Dr. Brad Owen, Assistant Superintendent of Administrative Services 

Dr. Missy Mayfield, Assistant Superintendent of Curriculum and Instruction 

Audrey Ash, Assistant Superintendent of Special Education 

Laura Richards, Director of Business and Finance 

 

Campus Directory 
 

High School  
109 Kramer 
P 569-1411, F 569-0512 
Vance Morris, Principal 
 
Gateway Accelerated Academy/AEC 
200 E. Third Street 
P 569-0850 
Anna Black, Principal 
 
Middle School 
108 Avenue D 
P 569-3381, F 569-7116 
Michael Baughman, Principal 

Ray Elementary 
345 DW Taylor Pathway 
P 569-5253, F 569-1509 
Kendy Johnston, Principal 
 
Tower Elementary 
5200 Hooper Dr, WF, TX, 76306 
P 855-3221, F 851-9812 
Jason Nolan, Principal 
 
Evans Elementary 
1015 S. Berry 
P 569-3311 F 569-2719 
Michelle Wiese, Principal 

 

 

 

 

 



 

Definition of Substitutes 
Substitute teachers are employed as part-time temporary staff on an on call, as needed basis to fill in for 
teachers who are absent for various reasons.  Although Burkburnett ISD has a fairly steady demand for 
substitute teachers, the nature of the work is quite varied.  Therefore, substitutes must possess 
flexibility in being available and a willingness to teach in different assignments and school locations.  
Substitutes may be specifically requested by principals or teachers after they have shown excellence in 
performance of classroom management and instruction in those schools.   

Compensation and Benefits 
Work Availability 

All substitutes are allowed to work starting on the first day of school.  Substitutes are not allowed to 
assist with the preparation of items such as lesson plans, administrative tasks, etc.  Please note, retired 
substitutes are not allowed to work in a vacancy position, per TRS regulations. 

Mon-Friday  

Degreed $90 

Non-Degreed $75 

 

Half-day job equals half-day pay; quarter-day job equals quarter-day pay. 

Pay Period 
Substitutes are paid on the 15th and last day of the month. 

Responsibilities of Substitute Teachers 
Each campus will vary in procedures and routines, but your awareness of the following points will help in 
your performance as a substitute teacher wherever you are assigned. 

· Arrive at the campus early, report to the campus secretary to receive instructions. 
· Become familiar with the procedure for checking class rolls, lunch schedule, and rules for 
 emergency fire and disaster drills.  When checking class rolls, do so accurately and as quickly as 
 possible. 
· It is important that accurate daily attendance, transfer, and withdrawal records be kept.  All 
 absentees should be reported to the principal’s office in the manner provided by the school. 
· Review lesson plans prepared by the regular teacher and locate materials for carrying out the 
 assignment.  Let the students know you plan to follow these plans.  Be a teacher, not a study 
 hall keeper.  Exhibit a positive, enthusiastic attitude toward the assignment. 
· As a means of creating the appropriate classroom climate, the substitute teacher should 
 introduce themselves to each new group of students with whom they have contact throughout 
 the day. 
· Maintain a professional attitude toward your work.  Substitute teachers are expected to observe 
 the same ethical codes as regular teachers.  Your attitude and professionalism will have a great 
 deal to do with your acceptance by the faculty and the students. 
· Be respectful of your students… they need patience, consistency, good judgment, and a sense of 
 humor!  Use positive language rather than negative request or suggestions.  Don’t compare 
 schools or students in your class. 
· The noise level in the classroom should relate to the learning situation. 

 



 
 

· Do not permit students to leave the classroom indiscriminately to locker, bookroom, restroom, 
 clinic, counselor, etc. during the class period.  Students who must leave the classroom should 
 receive a written pass containing the following information: date, time, and area of destination. 
· Any student who is unwilling to cooperate and who repeatedly infringes on the rights of others 
 by disturbing class should be disciplined by the substitute teacher.  If assistance is needed, the 
 substitute teacher should consult the assistant principal. 
· Do not leave the classroom for personal telephone calls.  Do not use a cell phone in the 
 classroom for calls, texting or taking pictures. 
· Do not use the computer that is in the classroom unless the use is related to the lesson plan. 
· Do not call the regular teacher unless prior approval has been given by the teacher or the 
 principal.    
· Injury to students, teachers, or substitute teachers must be reported to the campus nurse 
 immediately.  Students, teachers, or substitute teachers must go to the nurse’s office if they are 
 ill. 
· At the end of the day, leave the room neat and orderly, closing windows and doors.  Return all 
 keys to the principal’s office and check to determine the need for further service.   
· Do not collect money from students for fundraisers, etc. 

Substitute Renewal 
If a substitute works a minimum of one day per quarter within a school year, and completes the annual 
training and necessary documentation, they may renew their substitute status, which occurs every year 
in May. 

Inclement Weather 
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 district’s facilities.  
When it becomes necessary to open late, to release students early, or to cancel school, district officials 
will post a notice on the district’s web site, contact parents/guardians through the School Messenger 
(the district’s telephone notification system) and notify the following television stations:  KFDX-Channel 
3 and KAUZ-Channel 6. 

Searches and Alcohol and Drug Testing 
Non-investigative searches in the workplace, including accessing an employee’s desk, file cabinets, or 
work area to obtain information needed for usual business purposes may occur when an employee is 
unavailable.  Therefore, employees are hereby notified that they have no legitimate expectation of 
privacy in those places.  In addition, the district reserves the right to conduct searches when there is 
reasonable cause to believe a search will uncover evidence of work-related misconduct.  Such an 
investigative search may include drug and alcohol testing is the suspected violation relates to drug or 
alcohol use.  The district may search the employee, the employee’s personal items, work areas, 
including district-owned computers, lockers and private vehicles parked on district premises or 
worksites or used in district business. 

Enforceable 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. 
 Standard 1.9.  The educator shall not make threats of violence against school district employees, 
 school board members, students, or parents of students. 
 Standard 1.10.  The educator shall be of good moral character and be worthy to instruct or 
 supervise the youth of this state. 
 Standard 1.11.  The educator shall not intentionally or knowingly misrepresent his or her 
 employment history, criminal history, and/or disciplinary record when applying for subsequent 
 employment. 
 Standard 1.12.  The educator shall refrain from the illegal use or distribution of controlled 
 substances and/or abuse of prescription drugs and toxic inhalants. 
 Standard 1.13.  The educator shall not consume alcoholic beverages on school property or 
 during school activities when students are present. 
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. 
 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. 
 
 



 
 
 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. 
 Standard 3.8.  The educator shall maintain appropriate professional educator-student 
 relationships and boundaries based on a reasonably prudent educator standard. 
 Standard 3.9.  The educator shall refrain from inappropriate communication with a student or 
 minor, including, but not limited to, electronic communication such as cell phone, test 
 messaging, email, instant messaging, blogging, or other social network communication.   Factors 
 that may be considered in assessing whether the communication is inappropriate include, 
 but are not limited to: 

a. the nature, purpose, timing, and amount of the communication; 
b. the subject matter of the communication; 
c. whether the communication was made openly or the educator attempted to 

conceal the communication; 
d. whether the communication could be reasonably interpreted as soliciting sexual 

contact or a romantic relationship; 
e. whether the communication was sexually explicit; and 
f. whether the communication involved discussion(s) of the physical or sexual 

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

Discrimination, Harassment, and Retaliation 
Employees shall not engage in prohibited harassment, including sexual harassment, of other employees 
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 appropriate district official is the subject of a complaint, the 
employee shall report the complaint directly to the Deputy Superintendent.  A complaint against the 
Assistant Superintendent may be made directly to the Superintendent. 

The district’s policy that includes definitions and procedures for reporting and investigating 
discrimination, harassment, and retaliation is Policy DH and DIA. 

Harassment of Employees/Students 
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 by an employee or adult 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.  
See Reporting suspected child abuse for additional information.  The district’s policy that includes 
definitions and procedures for reporting and investigating harassment of students is referenced below: 

Policy FFH and DF. 

 

 



 

Reporting Suspected Child Abuse 
Policy DF Termination of Employment; Policy DG Employee Rights and Privileges; Policy DH Employee 
Standards of Conduct; Policy FFG Student Welfare; and Policy GRA Relations with Governmental Entities 

All employees are required by state law to report any suspected child abuse or neglect to a law 
enforcement agency, Child Protective Services, or appropriate state agency (e.g.:  state agency operating, 
licensing, certifying, or registering a facility) within 48 hours of the event that led to the suspicion. Abuse 
is defined by SBEC and includes the following acts or omissions: 

·  Mental or emotional injury to a student or minor that results in an observable and material 
impairment in the student’s or minor’s development, learning, or psychological functioning; 

·  Causing or permitting a student or minor to be in a situation in which the student or minor sustains 
a mental or emotional injury that results in an observable and material impairment in the 
student’s or minor’s development, learning, or psychological functioning; 

·  Physical injury that results in substantial harm to a student or minor, or the genuine threat of 
substantial harm from physical injury to the student or minor, including an injury that is at 
variance with the history or explanation given and excluding an accident or reasonable discipline; 
or sexual conduct harmful to a student’s or minor’s mental, emotional, or physical welfare. 

Provisions of SB 152 requiring employees to make a report if they believe an adult was a victim of abuse 
as a child and they believe in good faith that the disclosure of the information is necessary to protect the 
health and safety of another child or disabled person. 

 Reports to Child Protective Services can be made to a local office or to the Texas Abuse Hotline (800-252-
5400).  State law specifies that an employee may not delegate to or rely on another person or 
administrator to make the report. 

 Under state law, any person reporting or assisting in the investigation of reported child abuse or neglect 
is immune from liability unless the report is made in bad faith or with malicious intent.  In addition, the 
district is prohibited from retaliating against an employee who, in good faith, reports child abuse or 
neglect or who participates in an investigation regarding an allegation of child abuse or neglect. 

 An employee’s failure to make the required report may result in prosecution as a Class A misdemeanor.  
In addition, a certified employee’s failure to report may result in disciplinary procedures by SBEC for a 
violation of the Texas Educator’s Code of Ethics. 

 Employees who suspect that a student has been or may be abused or neglected should also report their 
concerns to the campus principal.   This includes students with disabilities who are no longer minors. 
Employees are not required to report their concern to the principal before making a report to the 
appropriate agency.  In addition, employees must cooperate with child abuse and neglect investigators.  
Reporting the concern to the principal does not relieve the employee of the requirement to report to the 
appropriate state agency.  Interference with a child abuse investigation by denying an interviewer’s 
request to interview a student at school or requiring the presence of a parent or school administrator 
against the desires of the duly authorized investigator is prohibited. 

  

Sexual Abuse and Maltreatment of Children 
The district has established a plan for addressing child sexual abuse.  As an employee, it is important for 
you to be aware of warning signs that could indicate a child may have been or is being sexually abused.  
Sexual abuse in the Texas Family Code is defined as any sexual conduct harmful to a child’s mental, 



emotional, or physical welfare as well as a failure to make a reasonable effort to prevent sexual conduct 
with a child.  Maltreatment is defined as abuse or neglect. Anyone who suspects that a child has been or  

 

may be abused or neglected has a legal responsibility under state law for reporting the suspected abuse 
or neglect to law enforcement or to child Protective Services (CPS). 

 Employees are required to follow the procedures described above in Reporting Suspected Child Abuse. 

  

Technology Resources 
Policy CQ Electronic Communication and Data Management 

The district’s technology resources, including its networks, e-mail accounts, devices connected to its 
networks, and all district-owned devices used on or off school property, are primarily for administrative 
and instructional purposes and in accordance with administrative regulations.  Limited personal use is 
permitted if the use: 

 · Imposes no tangible cost to the district 

· Does not unduly burden the district’s technology resources 

· Has no adverse effect on job performance or on a student’s academic performance 

Electronic mail transmissions and other use of the technology resources are not confidential and can be 
monitored at any time to ensure appropriate use.  

Limited personal use does not include any use for the business of employee groups or organizations or 
political activity, as prohibited by Policy CPAB (LOCAL) 

Employees are required to abide by the provisions of the district’s acceptable use agreement and 
administrative procedures.  Failure to do so can result in suspension of access or termination of privileges 
and may lead to disciplinary action.    

  

Personal Use of Electronic Media 
Policy DH Employee Standards of Conduct 

Electronic media includes all forms of social media, such as text messaging, instant messaging, electronic 
mail (e-mail), Web logs (blogs), electronic forums (chat rooms), video-sharing Web sites (such as 
YouTube), editorial comments posted on the Internet, and social network sites (e.g., Facebook, Snap Chat, 
Twitter, LinkedIn).  Electronic media also includes all forms of telecommunication such as landlines, cell 
phones, and Web-based applications. 

 As role models for the district’s students, employees are responsible for their public conduct even when 
they are not acting as district employees.  Employees will be held to the same professional standards in 
their public use of electronic media as they are for any other public conduct.  If an employee’s use of 
electronic media interferes with the employee’s ability to effectively perform his or her job duties, the 
employee is subject to disciplinary action, up to and including termination of employment.  If an employee 
wishes to use a social network site or similar media for personal purposes, the employee is responsible 
for the content on the employee’s page, including content added by the employee, the employee’s 
friends, or members of the public who can access the employee’s page, and for Web links on the 
employee’s page.  The employee is also responsible for maintaining privacy settings appropriate to the 
content. 



 

 

 An employee who uses electronic media for personal purposes shall observe the following: 

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

• The employee shall not use the district’s logo or other copyrighted materials 
• The employee continues to be subject to applicable state and federal laws, local policies, 

administrative regulations, and the Code of Ethics and Standard Practices for Texas Educators, 
even when communicating regarding personal and private matters, regardless of whether the 
employee is using private or public equipment, on or off campus.  These restrictions include: 
o Confidentiality of student records.  [See Policy FL] 
o Confidentiality of health or personnel information concerning colleagues, unless disclosure 

serves lawful professional purposes or is required by law. [See Policy DH (EXHIBIT)] 
o Confidentiality of district records, including educator evaluations and private e-mail 
o addresses. [See Policy GBA] 
o Copyright law [See Policy CY] 
o Prohibition against harming others by knowingly making false statements about a colleague 

or the school system.  [See Policy DH (EXHIBIT)] 
  

Use of Electronic Media with Students 

Policy DH Employee Standards of Conduct 

A certified or licensed employee, or any other employee designated in writing by the superintendent or 
a campus principal, may communicate through electronic media with students who are currently 
enrolled in the district about matters within the scope of the employee’s professional responsibilities.  
The employee must comply with the provisions outlined below.  All other employees are prohibited 
from communicating with students who are enrolled in the district through electronic media. 

Electronic media transmissions and other uses of electronic communication systems by students and 
employees are not considered confidential and may be monitored and/or searched at any time by the 
district to ensure appropriate use for educational and administrative purposes. 

An employee is not subject to these provisions to the extent the employee has a social or family 
relationship with a student.  For example, an employee may have a relationship with a niece or nephew, 
a student who is the child of an adult friend, a student who is a friend of the employee’s child, or a 
member or participant in the same civic, social, recreational, or religious organization. 

The following definitions apply for the use of electronic media with students: 

• Electronic media includes all forms of social media, such as text messaging, instant messaging, 
electronic mail (e-mail), Web logs (blogs), electronic forums (chat rooms), video-sharing Web 
sites (such as YouTube), editorial comments posted on the Internet, and social network sites 
(e.g., Facebook, Snap Chat, Twitter, LinkedIn).  Electronic media also includes all forms of 
telecommunication such as landlines, cell phones, and Web-based applications. 

• Communicate means to convey information and includes a one-way communication as well as a 
dialogue between two or more people.  A public communication by an employee that is not 
targeted at students (e.g., a posting on the employee’s personal social network page or a blog) is 
not a communication: however, the employee may be subject to district regulations on personal 
electronic communications.  See Personal Use of Electronic Media, above.  Unsolicited contact 
from a student through electronic means is not a communication. 

• Certified or licensed employee means a person employed in a position requiring SBEC 
certification or a professional license, and whose job duties may require the employee to 



communicate electronically with students.  The term includes classroom teachers, counselors,  
 
 
principals, librarians, paraprofessionals, nurses, educational diagnosticians, licensed therapists, 
and athletic trainers. 

 
An employee who uses electronic media to communicate with students shall observe the following: 

• The employee may use any form of electronic media except text messaging.  Only a teacher, 
trainer, or other employee who has an extracurricular duty may use text messaging, and then 
only to communicate with students who participate in the extracurricular activity over which the 
employee has responsibility. 

• The employee shall limit communications to matters within the scope of the employee’s 
professional responsibilities (e.g., for classroom teachers, matters relating to class work, 
homework, and tests; for an employee with an extracurricular duty, matters relating to the 
extracurricular activity. 

• The employee is prohibited from knowingly communicating with students through a personal 
social network page; the employee must create a separate social network page (“professional 
page”) for the purpose of communicating with students.  The employee must enable 
administration and parents to access the employee’s professional page. 

• The employee shall not communicate directly with any student between the hours of 10:00 p.m. 
and 6:00 a.m.  An employee may, however, make public posts to a social network site, blog, or 
similar application during non-work time. 

• The employee does not have a right to privacy with respect to communications with students 
and parents. 

• The employee continues to be subject to applicable state and federal laws, local policies, 
administrative regulations, and the Code of Ethics and Standard Practices for Texas Educators, 
including: 
• Compliance with the Public Information Act and the Family Educational Rights and Privacy 

Act (FERPA), including retention and confidentiality of student records. [See Policies CPC 
and FL] 

• Copyright law [Policy CY] 
• Prohibitions against soliciting or engaging in sexual conduct or a romantic relationship with a 

student.  [See Policy DF] 
• Upon request from administration, an employee will provide the phone number(s), social network 

site(s), or other information regarding the method(s) of electronic media the employee uses to 
communicate with any one or more currently-enrolled students. 

• Upon written request from a parent or student, the employee shall discontinue communicating 
with the student through e-mail, text messaging, instant messaging, or any other form of one-to-
one communication. 
 

An employee may request an exception from one or more of the limitations above by submitting a written 
request to his or her immediate supervisor. 

Criminal History Background Checks 
Policy DBAA Employment  

Employees may be subject to a review of their criminal history record information at any time during 
employment. National criminal history checks based on an individual’s fingerprints, photos, and other 
identification will be conducted on certain employees and entered into the Texas department of Public 
safety (DPS) Clearinghouse. This database provides the district and SBEC with access to an employee’s 
current national criminal history and updates to the employee’s subsequent criminal history.  

 



 

 

Employee Arrests and Convictions 
An employee must notify his or her principal or immediate supervisor within three calendar days of any 
arrest, indictment, conviction, no contest or guilty plea, or other adjudication of any felony, and any of 
the other offenses listed below: 
  

 Crimes involving school property or funds 
 Crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate or 
permit that would entitle any person to hold or obtain a position as an educator 
 Crimes that occur wholly or in part of school property or at a school-sponsored activity 

 Crimes involving moral turpitude 
 Moral turpitude includes, but is not limited to, the following: 
 Dishonesty 
· Fraud 
· Deceit 
· Theft 
· Misrepresentation 
· Deliberate violence 
· Base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of the actor 
· Felony possession or conspiracy to possess, or any misdemeanor or felony transfer, sale, distribution, or 
conspiracy to transfer, sell, or distribute any controlled substance 

· Felonies involving driving while intoxicated (DWI) or driving under the influence (DUI) of drugs or alcohol 
· Acts constituting abuse or neglect under the SBEC rules 
  

If an educator is arrested or criminally charged, the superintendent is also required to report the 
educator’s criminal history to the Division of Investigations at TEA. 

  

Alcohol and Drug-Abuse Prevention 
Burkburnett ISD is committed to maintaining a alcohol and drug-free environment and will not tolerate 
the use of alcohol and illegal drugs in the work place and at school-related or school-sanctioned activities 
on or off school property. Employees who use or are under the influence of alcohol or illegal drugs as 
defined by the Texas Controlled Substances Act during working hours may be dismissed.  The district’s 
policy regarding employee drug use follows:   

 

Tobacco Use 
State law prohibits smoking or using tobacco products on all district-owned property and at school–
related or school–sanctioned activities, on or off campus.  This includes all buildings, playground areas, 
parking facilities, and facilities used for athletics and other activities.  Drivers of district-owned vehicles 
are prohibited from smoking while inside the vehicle.  Notices stating that smoking is prohibited by law 
and punishable by a fine are displayed in prominent places in all school buildings. 

  

Fraud and Financial Impropriety 
To report fraud - BISD.fraud@burkburnettisd.org 



 All Employees should act with integrity and diligence in duties involving the district’s financial resources.  
The district prohibits fraud and financial impropriety, as defined below.  Fraud and financial impropriety  

 

includes the following: 

Forgery or unauthorized alteration of any document or account belonging to the district 

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

providing services or materials to the district 
· Destroying, removing, or inappropriately using records, furniture, fixtures, or equipment 
· Failing to provide financial records required by state or local entities 
· Failure to disclose conflicts of interest as required by policy 
· Any other dishonest act regarding the finances of the district 

  

Conflict of Interest 
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 
 Non-school employment 

  
 

Gifts and Favors 
Employees may not accept gifts or favors that could influence, or be construed to influence, the 
employee’s discharge of assigned duties.  The acceptance of a gift, favor, or service by an administrator 
or teacher that might reasonably tend to influence the selection of textbooks may result in prosecution 
of a class B misdemeanor offense.  This does not include staff development, teacher training, or 
instructional materials, such as maps or worksheets, that convey information to students or contribute to 
the learning process. 
  

 

Copyrighted Materials 
Employees are expected to comply with the provisions of federal copyright law relating to the 
unauthorized use, reproduction, distribution, performance, or display of copyrighted materials (i.e., 
printed material, videos, computer data and programs, etc.). Electronic media, including motion pictures 
and other audiovisual works, are to be used in the classroom for instructional purposes only. Duplication 
or backup of computer programs and data must be made within the provisions of the purchase 
agreement. 

  



Associations and Political Activities 
The district will not directly or indirectly discourage employees from participating in political affairs or 
require any employee to join any group, club, committee, organization, or association.  Employees may 
join or refuse to join any professional association or organization. 

 

 An individual’s employment will not be affected by membership or a decision not to be a member of 
any employee organization that exists for the purpose of dealing with employers concerning 
grievances, labor disputes, wages, rates of pay, hours of employment, or conditions of work. 

 Use of district resources, including work time, for political activities is prohibited. 

Confidentiality 
LEGAL REGULATIONS 

FERPA (Family Education Rights and Privacy Act of 1974 at 34 C.F.R. Part 99 (§§99.1-99.67) is a federal 
law that protects the privacy of student education records. Students have specific, protected rights 
regarding the release of such records and FERPA requires that institutions adhere strictly to these 
guidelines. Therefore, it is imperative that the faculty and staff have a working knowledge of FERPA 
guidelines before releasing educational records.  

IDEA (Individuals with Disabilities Education Act, at 20 U.S.C. §1417(c), 1412(2)(D). 
The Individuals with Disabilities Education Act, in some instances, adds certain provisions specific to 
parents of IDEA-eligible students. 

TAC (Texas Administrative Code) provides rules governing education adopted by the State Board of 
Education (SBOE) and the Commissioner of Education.  Special education rules are found in Chapter 89.  
SBOE and commissioner's rules are codified under Title 19, Part II, of the TAC.  Special Education 
guidance may be found in Subchapters D and AA. 

TEC (Texas Education Code) provides laws relevant to parents’ rights under Chapter 26 of the Education 
Code.  Chapter 39 addresses parents’ rights of state assessment. 

DEFINITIONS AND GENERAL RULES OF CONFIDENTIALITY 
 1. Special education records are “education records” under federal law and “student  
  records” under state law. 

· Under federal law, “education records” are directly related to a student (any 
individual who is or has been in attendance at Burkburnett ISD). 

· Under federal law, a “record” includes any information recorded in any way (handwriting, 
print, computer media, video or audio tape, film, microfilm, microfiche, and emails). 

· Under state law, “student records” include any recording concerning the student and 
his/her relationship to the school. 

· Under state law, “public information” (including student records) is information collected, 
assembled, or maintained under a law or ordinance or in connection with the transaction 
of official business of a governmental body, including an ISD (book, paper, letter, 
document, printout, photograph, film, tape, microfiche, microfilm, sound recording, map, 
drawing, a voice, data or video representation held in computer memory). 

 

 2. “Parent” under federal law means parent of a student which may include 
· Natural parent, guardian, or individual acting as a parent in the absence of a parent or 

guardian (family member like grandparent). 
· Surrogate parent appointed according to law and a foster parent under conditions 

specified in the regulation. 
 

http://tlo2.tlc.state.tx.us/statutes/statutes.html


“Parent” under state law allows the person standing in parental relations to be included in this 
definition. 

 

  “Parent” under state law disallows the following 
· Person whose parental rights have been terminated. 
· Person not entitled to access or possession under a court order. 

 

 
 

 3. “Personally identifiable information” under federal law includes, but is not limited to 
· Name of student. 
· Name of parent or other family member. 
· Address of student or family. 
· Personal identifier, such as social security number or student number. 
· List of personal characteristics that would make the student’s identity easily traceable 

(student’s handwritten materials; student’s initials may be easily traceable in high profile 
cases; only student in a wheelchair at a campus). 

· Other information that would make the student’s identity easily traceable. 
 

 4. “Student” under federal law includes any person who is or has been in attendance at the ISD. 
 

 5. Education records and student records are confidential and may be disclosed ONLY as 
authorized by law. 

 
DISCLOSURE OF RECORDS 
 1. FERPA provides general rules for disclosure. 

· Disclose to parent or eligible student upon request. 
· Consent of parent or eligible student required for disclosure to anyone else unless one of 

the exceptions to consent applies. 
· Inspection and review of all education records by parent or adult student. 
· No right to copy unless circumstances effectively prevent parent or eligible student from 

exercising the right to inspect and review. 
· This right is very broad and encompasses virtually every document pertaining to the 

student. 
 2. IDEA special education regulations also provide for disclosure. 

· Use FERPA definition of “education records”. 
· Require parental consent before releasing records to anyone other than ISD personnel 

using the records for special education purposes. 
· Deny release of records without parental consent.  FERPA does allow release to another 

ISD where the student is enrolling for services.  BISD requires specific documentation from 
that ISD even in this circumstance. 

· Provide parents, upon request, a list of types and location of educational records collected, 
maintained, or used by the ISD. 

 3. Texas general rule also provides for disclosure. 
· Student records are confidential under the Texas Public Information Act and may be 

disclosed only in compliance with FERPA. 
· Texas Public Information Act requires student records to be made available on request of 

ISD personnel, the student, the student’s parent, spouse or guardian, or a child abuse 
investigator. 

· Chapter 26 of the Education Code gives parents an additional right to specific listed 
documents. 

· Remember federal regulations always supersede state regulations. 
 4. General rules for disclosure of records are also provided through FERPA. 

· Disclose personally identifiable student information without consent only to parent or 
eligible student unless a specific exception applies. 

· Allow parent or eligible student to review education records as defined by FERPA. 



· Deny release of information learned from sources other than education records (facts 
generally known from personal contact). 

· Prohibits a policy or practice of disclosing confidential information. 
5. TEC provides guidelines for confidentiality of police reports by mandating that instructional or 

support personnel who receive police information keep the information confidential or risk 
loss of SBEC certificate. 

 
 
 
SAFEGUARDS/GUARANTEES TO ENSURE CONFIDENTIALITY 
 1. BISD and staff have certain responsibilities. 

· Must protect confidentiality of personally identifiable information at collection, storage, 
disclosure, and destruction stages. 

· Must ensure confidentiality when using District email. 
· Must appoint one person to be responsible for ensuring confidentiality. 
· Must provide annual training or instruction concerning confidentiality for all persons 

collecting or using personally identifiable information. 
· Must maintain, for public inspection, a current listing of names and position of ISD 

employees who have access to personally identifiable information. 
 

 2. Access rights of parents to special education records include the following. 
· Must provide parents, upon request by parent, a list of types and location of education 

records collected, maintained and used by BISD. 
· Must allow parents to inspect and review (no right to copy) any education records relating 

to their children that are collected, maintained or used for special education purposes 
(purple folder information maintained by general education teachers). 

· Disclose to parent under federal or state law virtually all records, including test protocols 
(no right to copy). 

· Allow parents to review copyrighted materials, but may not use ISD equipment to copy 
them. 

· Allow parent to inspect and review only the information related to his/her child should 
any education record include information on more than one child. 
 

 3. Record of access to special education records must be maintained. 
· Must keep a record of parties obtaining access to education records collected, maintained, 

or used for special education purposes (includes purple folder maintained by general 
education teacher).  If student eligibility folders (or parts thereof) are maintained in 
classrooms, access records are required if the folders contain personally identifiable 
information, such as an ARD/IEP report, modification sheet(s), or any evaluation reports.  
The access record must be signed by anyone reviewing the file other than the parent or 
those parties listed by name and position. 

· Record must include names of parties obtaining access, date access was given and 
purpose of access. 

· Requirement does not apply to access by parents or authorized ISD employees. 
 

CONSIDER FOR ALL CONVERSATIONS: 
 •  WHAT IS DISCUSSED???         •  WHERE IT TAKES PLACE??? 
 •  WHO IS LISTENING???            •  WHY DISCUSSION TOOK PLACE??? 
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