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  Scope of Service & Copyright Notice 
 

The TCSA Model Personnel Handbook is designed and intended as a resource of information 

for charter schools and is not to be construed as legal advice. It should be used in connection 

with consulting and obtaining the advice of the school’s legal counsel to ensure compliance 

with applicable legal requirements. 

 

This handbook is a copyrighted publication of TCSA. All rights are reserved and will be enforced to 

the fullest extent of the law. The handbook is for the sole use of the purchaser. Duplication and 

distribution in whole or in part are prohibited unless otherwise specifically authorized in writing by 

TCSA. Inquiries should be directed to: TCSA,700 Lavaca, Suite 930, Austin, TX 78701. 

 

For questions concerning the TCSA Model Personnel Handbook contact:  

 

Christine F. Nishimura, General Counsel 

Texas Charter Schools Association 

cnishimura@txcharterschools.org  

512.584.8272 

mailto:vgarcia@txcharterschools.org
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DISCLAIMER:  Employee At-Will Status 
 

This handbook does not create an employment contract. Employees are terminable at-will by the school. 

Similarly, employees may resign their positions without penalty. No individual board member or 

employee has the authority to alter any employee’s at-will status, or guarantee an employee’s 

employment for a specific period of time, unless it is approved by the board of directors, in writing, and 

signed by both the employee and the chair of the board of directors.  

 

BOB HOPE SCHOOL reserves the right to amend or withdraw any or all provisions of the personnel 

handbook at any time with or without notice. 
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1. INTRODUCTION 

 
1.1. Welcome Letter 

 

Hello and welcome to Bob Hope School. Charter schools are bold initiatives in school reform. They offer 

parents a choice and allow students to explore new horizons as they work toward completing their 

state high school requirements. Bob Hope School was designed to improve student achievement and 

offer educational choice in public-funded education in the local area.  

 

Bob Hope School is allowed to operate independently of some of the restrictions placed on traditional 

public schools. While we do have some increased freedom in operations and curriculum, we also have 

an increased level of accountability in student achievement.  

 

Bob Hope School is a small learning community that believes all students can learn more by doing. At 

Bob Hope, we provide students the opportunity to be creative, develop higher level thinking skills, 

make decisions, and develop independent learning strategies. Our courses are rigorous, interesting and 

provide college preparatory education. Through our extended day, we also offer tutoring and 

enrichment classes which include yearbook, chess, gardening, and extra-curricular activities such as 

basketball, soccer and baseball.  

 

I feel that we have chosen the best individuals to teach our students and provided them with extensive 

training, equipment, and materials. The middle and high school teachers have Mimeo and Promethean 

boards along with three computer labs equipped with internet access.  

 

Our unique culture of “Reaching for the Goal” is based on students working toward their individualized 

goal. We are developing an individual education plan that focuses on their individualized goals. All our 

students are required to commit to performing service hours and follow a school-based character 

education program.  

 

Come and join us at the Bob Hope School.  

  

Sincerely, 
 

Bobby Lopez 
Chief Executive Officer 
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1.2. About this Handbook 

 

The purpose of this personnel handbook is to provide employees with a source of information about 

BOB HOPE SCHOOL’s procedures and policies. The policies and procedures in this handbook are to 

serve as guidelines. Although BOB HOPE SCHOOL has tried to be comprehensive, the handbook does 

not, and cannot, include procedures and policies which address every situation that may arise. Such 

a list would be limitless.   

 

BOB HOPE SCHOOL has, and reserves, the right to adopt new procedures and policies, or modify, 

alter, change or cancel existing policies and procedures at any time.  Violation of any board policy 

or a provision within this handbook may lead to disciplinary action up to and including discharge 

from employment.   

 

Questions regarding this handbook or any of the policies/procedures should be directed to your 

supervisor or to the Human Resources Department. 
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1.3. About BOB HOPE SCHOOL  

 

In 1995, revisions of the Texas Education Code established charter schools. The Hughen Center 

applied to the Texas Education Agency for a charter. The State Board of Education approved the 

request for a charter in November 2008. The inaugural opening of the BOB HOPE SCHOOL charter 

academy began in the 2010-2011 school year. This rejuvenated the former Bob Hope High School, 

named for long time Hughen Center benefactor and entertainment legend, Bob Hope. Over the years 

we have expanded from the initial 250 students in grades 6-12 to approximately 2000 students grades 

pre-kindergarten through 12 at three separate campuses. 

 

 District Mission Statement 

 

 The mission of the Bob Hope School is to provide a comprehensive academic and vocational program 

for all students, special needs and non-disabled alike, with an emphasis on vocational training and 

ultimate job placement leading to more independent living for those students capable. Each student 

will be provided with a rigorous and challenging curriculum which will prepare them for either job 

training, the military, or college.  

 

 Campus Mission Statement 

  

 The mission of the Bob Hope School is to provide a safe, orderly environment in which students are 

intrinsically motivated to become life-long learners in a global society; where teachers, parents and 

the community collaborate to address the needs and diversity of all students; and where students, 

teachers, and staff exhibit honesty, integrity, ethical behavior, and diligence. 
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1.4. Acknowledgement of Receipt of Personnel Handbook 

 

The information contained in this personnel handbook is important and I should consult with  

the Human Resources Director if I have a question that is not answered in this handbook. 

 

I acknowledge that the BOB HOPE SCHOOL personnel handbook does not create an employment 

contract or otherwise modify my at-will employment status. I understand that no one has the 

authority to alter my at-will employment status, or to guarantee my employment for a specific 

period of time, unless it is approved by the board of directors, in writing, and signed by both 

myself and the chair of the board of directors. 

 

I understand that BOB HOPE SCHOOL may amend or withdraw any or all portions of this 

handbook at any time. I understand that it is my responsibility to comply with the board policies 

and the provisions in this handbook, including any revisions, and that failure to comply may lead 

to disciplinary action. I further acknowledge that any revised information may supersede, 

modify, or eliminate existing provisions within this handbook. By remaining employed by BOB 

HOPE SCHOOL following any modifications to this handbook, I thereby accept and agree to such 

changes. 

 

I acknowledge that I have read this handbook and agree to read any amendments of the 

handbook. Specifically, by signing this form, I acknowledge that I have read, understood, and 

agree to comply with all policies in this handbook, including but not limited to, the Harassment 

Policy, the Overtime and Timekeeping Policy, and the Violence in the Workplace Policy.   

 

I hereby sign and date this Acknowledgment of Receipt and return it to Human Resources 

Department. I understand that a copy of my signed form will be retained in my personnel file.  

 
 
Print Employee’s Name      Date 

 

_________________________________    ___________________ 

 

Employee’s Signature 
 
 
_________________________________ 
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1.5. Open Door Policy 
 

BOB HOPE SCHOOL has adopted an Open-Door Policy for all employees. The purpose of our Open-Door 

Policy is to encourage open communication, feedback, and discussion about any matter of importance 

to an employee. Our Open-Door Policy means that employees are encouraged to bring any workplace 

concerns or problems they might have or know about to their supervisor or some other school 

administrator.  

 

The BOB HOPE SCHOOL values each employee and strives to provide a positive work experience. By 

listening to you, the BOB HOPE SCHOOL is able to improve, to address complaints, and to foster 

employee understanding of the rationale for practices, processes, and decisions.  The Open-Door Policy 

is not a substitute for a formal complaint.  If an employee has a formal complaint or grievance, the 

employee should timely pursue it in accordance with Section 9 of this Handbook. 
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2. STARTING YOUR JOB 

 
2.1. Accuracy of Information 

 

BOB HOPE SCHOOL relies upon the accuracy of information contained in the employment 

application, as well as the accuracy of other information presented throughout the hiring process 

and employment.  Employees are expected to provide truthful and accurate information in 

connection with their employment at BOB HOPE SCHOOL. 

 

Any falsification or misrepresentation in connection with application materials, or during the 

course of employment, is a serious offense and may lead to discharge from employment or non-

selection of an applicant. 

 

2.2. Employment Application and Other Forms 

 

New employees are asked to review and/or complete the following forms: 

 

a. Employment Application 

b. W-4 Employee’s Withholding Allowance Certificate 

c. I-9 Employment Eligibility form 

d. Signed Hire Letter (Teachers/Administrators) 

e. Employee Election Form to Withhold Certain Information from Public Access 

f. Acknowledgement of Receipt of Personnel Handbook 

g. Authorization for Direct Deposit 

h. Wage Authorization  

i. Applicable Healthcare/Benefit Forms 

j. Notice Regarding Workers Compensation Benefits  

k. Pre-Employment Affidavits (certain positions) 

l. Ethnicity and Race Reporting 

m. Dress Code Policy 

n. Attendance Acknowledgement 

o. Compliance Record for State Conflict of Interest 

p. Social Security Form-SSA 

q. Reporting Abuse Flyer 

r. Fleet Policy and Addendum 

s. TRS Notice of Privacy Practices 

t. Annual Civil Rights Training 

 

Current employees may be required to update or execute any of the above forms. Any employee 

who fails or refuses to complete the above forms or to provide BOB HOPE SCHOOL with requested 

documentation in a timely manner may be subject to the loss of employment benefits, the delay 

of employment benefits, disciplinary action, or withdrawal of the employment offer. 
 
 
 

https://www.tasb.org/Services/Legal-Services/TASB-School-Law-eSource/Personnel/documents/sample_pre_employment_affidavit_applicants.aspx
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2.3. Criminal History Background Checks 
 

A person may not be employed or serve as a teacher, substitute teacher, librarian, educational 

aide, administrator, or counselor unless the person has been approved by the Texas Education 

Agency following a review of the person’s National Criminal History Record Information.  Each 

individual serving or expected to serve in the aforementioned roles will be expected to comply 

and submit the necessary information for the background check. 

 

Additionally, other employees and contractors subject to criminal background checks will be required 

to comply and submit the necessary information for the background check.  

 

2.4. Pre-employment Affidavit for Applicants and Applicants Offered Employment  
 

All applicants for employment for educator positions (as defined by Texas Education Code §21.003) 

must submit a pre-employment affidavit indicating whether the applicant has ever been charged with, 

or adjudicated for, having an inappropriate relationship with a minor.  

 

An applicant offered employment for an educator position (as defined by Texas Education Code 

§21.003) must submit a Pre-Employment Affidavit for Applicant Offered Employment prior to the start 

of employment with BOB HOPE SCHOOL.  The Pre-Employment Affidavit must be signed by a notary 

Public. BOB HOPE SCHOOL offers applicants the opportunity to have the affidavit notarized for free by 

BOB HOPE SCHOOL.   

 

2.5.  New Employee Orientation 

 

During the first few weeks of employment, an employee must attend an orientation that will 

include the following subject areas: 

 

a.   A review of this personnel manual; 

b.   A tour of the campus; 

c. Receipt of credentials necessary for parking, access to the school building and computers, 

and other materials as appropriate for the employee’s employment position; 

 

2.6. Employee Election Form to Withhold Certain Information from Public Access  

 

Employees of Bob Hope School may elect whether to keep certain information about them 

confidential and not subject to disclosure under the Texas Public Information Act.  Unless an 

employee chooses to keep it confidential, the following information about an employee of BOB HOPE 

SCHOOL may be subject to public release if requested under the Texas Public Information Act: 

• Home Address 

• Home Telephone Number 

• Social Security Number 

• Emergency Contact Information 
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• Information that reveals that the individual has family members 

Employees must complete and submit the Public Access Option Form to the Human Resources 

Director no later than the 14th day after the date the employee begins employment with BOB HOPE 

SCHOOL to keep certain information about them confidential under the Texas Public Information Act.  

Human Resources Director shall provide the employee with the Public Access Option Form upon 

employment with Bob Hope School. 

 

3.   REPORTING TO WORK 

 

3.1. Official BOB HOPE SCHOOL Office Hours  

 

During the school year, standard hours of operation in the office areas are from 8:00 a.m. until 

5:00 p.m. Students are in session from 8:15 a.m. until 4:30 p.m. at the Middle School/High School 

Campuses and 8:00 a.m. until 4:00 p.m. at the Beaumont and Port Arthur Elementary Campuses.   

 

The CEO will determine the summer hours each year for the office areas for the central and 

individual campuses. 

 

3.2. Regular Work Schedules 

 

BOB HOPE SCHOOL has a standard workweek of forty (40) hours per week. Scheduled hours for 

employees may vary from department to department. 

 

All full-time, non-exempt employees generally work a Monday through Friday schedule of forty 

(40) hours divided into (5) eight-hour workdays unless a different schedule is approved in writing 

by the employee’s supervisor. Non-exempt employees must have prior approval from their 

supervisor before working overtime.  

 

Exempt employees are expected to work the hours necessary to complete their assigned work 

to the satisfaction of their supervisor without regard to scheduled hours and without 

expectation of additional compensation. 

 

All employees are expected to be at work during their scheduled office hours unless otherwise 

required or approved by the employee’s supervisor.  

 

3.3. Attendance 

 

BOB HOPE SCHOOL employees are expected to be reliable and punctual in reporting for work each 

scheduled day. If an employee will be late to work or is unable to work as scheduled, the employee 

should notify their supervisor immediately. 

 

BOB HOPE SCHOOL recognizes there will be occasions when an illness or other personal event may 

result in an unscheduled absence. As such, BOB HOPE SCHOOL has a leave policy (see Section 4.2.)  

It is the charter school’s expectation that each employee attends work every day unless approved 
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paid or unpaid leave is granted pursuant to the charter school’s leave policy.  Staff is expected to 

attend assigned trainings (e.g., staff development) and be present for scheduled workdays. 

 

Poor attendance and/or repeated tardiness are disruptive to the operations of BOB HOPE SCHOOL 

and may lead to disciplinary action, up to and including discharge from employment.  Failure to 

attend work for up to three days in a row without notice to the charter school will constitute job 

abandonment and BOB HOPE SCHOOL shall treat such job abandonment as a voluntary resignation 

from employment without notice. 

 

4.   TIME AWAY FROM WORK 

 

4.1. Holidays & School Breaks 
 

BOB HOPE SCHOOL will be closed during the following recognized school holidays: 
 

a. Labor Day 

b. Thanksgiving 

c. Friday after Thanksgiving 

d. Christmas Eve 

e. Christmas  

f. New Years’ Eve 

g. New Years’ Day 

h. Good Friday 

i. Memorial Day 

j. Independence Day 

  

         All full-time non-exempt employees will be paid for the holidays listed above. 

 

Additionally, during the following dates, BOB HOPE SCHOOL will be closed for school break: 

 

a. Thanksgiving Break 

b. Christmas Break 

c. Spring Break 

 

4.2. Local Personal Leave & Vacation 

   

• Eligibility for Local Personal Leave.  Each full-time employee, whether working in an exempt 
or non-exempt position, will accrue five (5) days per school year for local personal leave.  Part 
time and temporary employees are not eligible for Local Personal Leave.  

 

• Use of Local Personal Leave.  Local Personal Leave is paid leave and may be used for an 
employee’s illness, for the illness of a family member or for any other personal reason as 
determined by the employee.  Unless previously approved by the employee’s supervisor, local 
personal leave may not be taken on the first day of school, on the last day of school, on any 
testing day, on any professional development days, or black-out days, or on any day 
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immediately before or after a school holiday or school break.   

 

• Approval for Local Personal Leave.  At least three (3) days prior to the anticipated absence, 
employees are required to submit a leave request in the TXEIS system that will be forwarded 
to their direct supervisor for approval.  For unexpected illnesses of an employee or of an 
employee’s family member, employees are required to submit a leave request in the TXEIS 
system no later than the day that the employee returns to work.  

 

• Accumulation of Local Personal Leave.  At the end of each school year, any unused Local 
Personal Leave will not be paid to the employee.  Local Personal Leave will not be paid to any 
employee who is separated from employment during the school year, either because of 
resignation, retirement, or termination.  Local Personal Leave will not accumulate from one 
school year to the next school year. 

 

• Vacation (12-month employees). Full time employees that work on a 12-month basis are 
eligible to earn vacation after working a minimum of six months during the school year (Sept 
1st – Aug 31st).  Employees must schedule their vacations during the months of June and July.  
Employees that work six months during the school year will earn one (1) week of vacation, 
additional days will be prorated based upon the number of months worked during the school 
year with a maximum of two weeks’ vacation.   

 

4.3 State Leave 
 

Under the State of Texas’ minimum personal leave program, which is codified in Section 22.003 of the 
Texas Education Code, public school district employees accrue five days per year of personal leave 
that has no limit on accumulation and is transferable among school districts.  This program does not 
apply to charter schools.  Nevertheless, BOB HOPE SCHOOL honors a maximum transfer of 10 state 
leave days.    

 

4.4. Family Medical Leave 
 

The Family and Medical Leave Act (FMLA) is a federal law that provides eligible employees of covered 

employers with unpaid, job-protected leave for specified family and medical reasons.  

• Covered Employer.  BOB HOPE SCHOOL is a private employer covered under the FMLA because it 
is a public elementary or secondary school.  Eligible Employees.  An employee is eligible for FMLA 
leave if the employee (a) has worked for the charter school for at least 12 months, (b) has worked 
for the charter school for at least 1,250 hours in the 12 months before leave is taken, and (c) works 
at a location where the charter school has at least 50 employees within 75 miles of their worksite.  
 

• Authorized FMLA Leave. An eligible employee may take up to 12 weeks of unpaid, job-protected 
FMLA leave in any 12-month period for the following reasons: 
 

o Birth of a child or to care for the newborn child 
o Placement of a child with the employee for adoption or foster care 
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o Employee is needed to care for the employee’s spouse, son, daughter, or parent with a 
serious health condition 

o The employee’s own serious health condition makes the employee unable to perform the 
functions of the employee’s job 

o Any qualifying exigency arising from the foreign deployment of the employee’s spouse, 
son, daughter, or parent with the Armed Forces, or  

o To care for a covered service member with a serious injury or illness if the employee is 
the service member’s spouse, child, parent, or next of kin.  
 

• Twelve Month Period.  For purposes of an employee’s entitlement to FMLA leave, BOB HOPE 
SCHOOL establishes the “rolling” 12-month period measured backward from the date an 
employee uses any FMLA leave. It is the policy of BOB HOPE SCHOOL for an employee’s paid leave, 
and/or workers’ compensation leave to run concurrently with FMLA leave. 
 

• Authorized FMLA Leave for Spouses.  Spouses who are employed by the charter school may be 
limited to a combined total of 12 weeks of FMLA leave during any 12-month period if leave is taken 
for the birth of a son or daughter, the placement of a child for adoption or foster care, or to care 
for a parent with a serious health condition. 

• Requesting FMLA Leave. To take FMLA leave, employees must provide BOB HOPE SCHOOL with 
appropriate notice. If employees know in advance that they will need FMLA leave, they must give 
at least 30 days advanced notice. If employees learn of the need for FMLA leave less than 30 days 
in advance, they must give notice as soon as possible.  
 

• Medical Certification. Upon receipt of the employee’s request for FMLA leave, the BOB HOPE 
SCHOOL may request medical certification from the health care provider of the employee or of 
the employee’s health provider, as applicable.  If medical certification is requested, the employee 
has 15 calendar days to provide it. The employee is responsible for the cost of securing the 
certification from a health care provider and for timely returning the signed certification to the 
Human Resources Director. Similarly, the charter school also may require, in order for the 
employee to return to work, medical certification that the employee is fit for duty. 
 

• Qualifying Exigency.  An eligible employee may take FMLA leave for one or more of the following 
qualifying exigencies arising from the foreign deployment of the employee’s spouse, son, 
daughter, or parent: 

 
1. Short-notice deployment. 

2. Military events and related activities. 

3. Childcare and school activities. 

4. Financial and legal arrangements. 

5. Counseling. 

6. Rest and recuperation. 

7. Post-deployment activities. 

8. Parental care. 

9. Additional activities, provided that the district and employee agree that the leave  

  shall qualify as an exigency and agree to both the timing and duration. 
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The charter school may require that leave for a qualifying exigency be supported by a certification.   

 

• Intermittent Leave. Employees are entitled to take FMLA leave on an intermittent or reduced 
scheduled basis.  
 

o If an employee needs intermittent or reduced schedule leave that is foreseeable based on 
planned medical treatment, the employee may be temporarily transferred to an alternative 
position that better accommodates recurring periods of leave.   

 

o When leave is taken after the birth of a healthy child or placement of a healthy child for 
adoption or foster care, an employee may take leave intermittently or on a reduced leave 
schedule only if the charter school agrees. 

 

• FMLA Leave Through the End of the Academic Semester.  The charter school may require an 
employee to take FMLA leave until the end of an academic semester.   If the charter school requires 
an employee to extend the employee’s leave in accordance with this provision, then only the 
period of leave until the employee is ready and able to return to work shall be charged against the 
employee's FMLA leave entitlement.  Any additional leave required by the charter school to the 
end of the academic semester is not counted as FMLA leave.   

• Maintenance of Heath Benefits. During an employee’s FMLA leave, BOB HOPE SCHOOL will 
maintain the employee’s coverage under any group health plan on the same basis as coverage 
would have been provided if the employee had been continuously employed during the entire 
leave period.  
 

• Returning to Work. On return from FMLA leave, an employee is entitled to be returned to the 
same position the employee held when leave began, or to an equivalent position with equivalent 
benefits, pay, and other terms and conditions of employment.   
 

o An employee is entitled to reinstatement even if the employee has been replaced or the 
employee’s position has been restructured to accommodate the employee's absence.  
However, an employee has no greater right to reinstatement or to other benefits and 
conditions of employment than if the employee had been continuously employed during 
the FMLA leave period. 

 

o An employee is entitled to any unconditional pay increases that may have occurred during 
the FMLA leave period, such as cost of living increases.   
 

o The charter school may deny job restoration to a key employee if such denial is necessary 
to prevent substantial and grievous economic injury to the operations of the district.   

 

o When reinstating an employee to the same or equivalent position, BOB HOPE SCHOOL 

shall consider the title, job description, duties, supervisory responsibilities, required 
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degrees, required certifications, experience, salary, typical hours, professional capacity, 

and other factors related to the terms and conditions of employment for that role.   

 

• Failure to Return to Work.  If, at the expiration of FMLA leave, the employee is able to return to 

work but chooses not to do so, the District shall require reimbursement of the premiums paid by 

the District during the leave. 

 

• Retaliation. BOB HOPE SCHOOL is prohibited from retaliating against any employee for requesting 

or taking FMLA leave.  

 

• Applicable Forms.  For the purpose of providing notice and certifications required by this policy, 

the employee and the charter school shall use the charter school’s “Employee Request for Leave 

Form” and the FML forms promulgated by or substantially similar to the forms promulgated by 

the Wage and Hour Division of the U.S. Department of Labor.   

 

4.5. Bereavement Leave 

 

If a full-time employee experiences the death of an immediate family member, BOB HOPE SCHOOL 

will provide up to 3 days of paid time off. An employee may request to use additional vacation or 

personal paid leave time if the employee has such leave available. An immediate family member is 

defined as a spouse, child or stepchild, parent, grandchild, grandparent, sibling, father-in-law, and 

mother-in-law. 

 

4.6. Military Leave of Absence 

 

BOB HOPE SCHOOL is committed to protecting the employment rights of employees serving in the 

uniformed services who must be absent due to military leave. BOB HOPE SCHOOL will comply with 

applicable state and federal laws regarding an employee’s absence due to service in the uniformed 

services.  

 

• Eligible Employees.  An employee who is a member of the Texas National Guard, Texas State 

Guard, reserve component of the United States Armed Forces, or a member of a state or 

federally authorized Urban Search and Rescue team is entitled to paid leave for authorized 

training or duty orders. Paid military leave is limited to 15 days each fiscal year. In addition, 

an employee is entitled to use any other available paid leave during a time of active military 

service.  

 

• Reemployment after Military Leave.  Employees who leave the charter school to enter into 

the United States uniformed services or who are ordered to active duty as a member of the 

military force of any state (e.g., National or State Guard) may return to employment if they 

are honorably discharged.  An employee wishing to return to the charter school will be 

eligible for reemployment if the person is qualified to perform the required employment 

duties. Additionally, returning employees must have previously provided notice of their 

obligation or intent to perform military service, must provide evidence of honorable 



20 

 

discharge or release, and must submit timely application for reemployment.  Timely 

applications are: 

 

1. In the case of a person whose period of service in the uniformed services was for more 

than 30 days but less than 181 days, by submitting an application for reemployment 

with the employer not later than 14 days after the completion of the period of service 

or if submitting such application within such period is impossible or unreasonable 

through no fault of the person, the next first full calendar day when submission of such 

application becomes possible. 

 

2. In the case of a person whose period of service in the uniformed services was for more 

than 180 days, by submitting an application for reemployment with the employer not 

later than 90 days after the completion of the period of service. 

 

4.7. Jury Duty/Court Appearance  

 

BOB HOPE SCHOOL will grant employees time off for mandatory jury duty or for court appearances 

as a witness when the employee must serve or is required to appear as a result of a jury summons, 

court order, or subpoena. Upon notification by a court to report for jury duty, the employee shall 

immediately request jury duty during non-school months. In the event this request is not granted, 

time off with no loss of salary at your regular comparable rate will be provided for jury duty that is 

required to be served during the school year. A copy of the court order or subpoena must be supplied 

to the employee's supervisor when requesting time off. The school office must be notified in writing 

as soon as possible, no later than forty-eight (48) hours of receipt of the jury summons. Once 

cancelled or released, employee must return to work; if release occurs after 2:30 pm, no return is 

required. The employee is entitled to full pay for each day of jury duty or service as a witness up to 

a maximum of ten (10) days per year, in addition to any other paid leave. Employees are required to 

submit court documentation confirming their service and shall be allowed to keep any compensation 

for this service.  
 

However, if the employee is court-ordered or subpoenaed for court appearances as a party to any 

civil or criminal litigation, then the employee’s court attendance shall not be compensated, and the 

employee must arrange for time off without pay or use other paid leave for such appearances. 

 
4.8. Workers’ Compensation Leave 

 

BOB HOPE SCHOOL has workers’ compensation insurance through Texas Mutual Insurance 

Company.  Employees should immediately notify their supervisor of any injuries sustained during 

the course of their employment. If required, any workers’ compensation leave will be provided in 

accordance with state law. 

 

 

 

 



21 

 

4.9 Optional Unpaid Leave  

 

With the express written permission of the employee’s direct supervisor and the charter school 

CEO, any employee may be permitted to take unpaid leave for up to one school year for any 

professional or personal reason determined acceptable by the charter school CEO.  Unless 

otherwise required by law, the employee will not be entitled to any compensation or employments 

benefits during the period of the employee’s unpaid leave. Upon return from the unpaid leave, the 

employee will be eligible for reemployment with Bob Hope School; however, the employee may be 

subject to reassignment to a different position other than the position held prior to the leave of 

absence and a different rate of pay.  

 

4.10 Concurrent Use of Leave 

 

If an employee is simultaneously eligible for paid leave and unpaid leave, to the extent permitted by 

law, the employee’s paid leave shall run concurrently with the employee’s unpaid leave. 

 

5.   BENEFITS  

 

5.1. Health Insurance 

 

BOB HOPE SCHOOL provides health benefits through TRS-ActiveCare, the statewide public-school 

employee health insurance program. All health claims and coverage decisions are final as 

determined by the school’s selected carrier. The district’s contribution to employee insurance 

premiums is determined annually by the Bob Hope School Board. Employees eligible for health 

insurance coverage include the following:    

 

• Employees who are active, contributing TRS members 

• Employees who are not contributing TRS members and who are regularly scheduled to 

work at least 10 hours per week  

 

TRS retirees who are enrolled in TRS-Care (retiree health insurance program) and employees 

who are not contributing TRS members, who are regularly scheduled to work less than 10 hours 

per week, are not eligible to participate in TRS-ActiveCare.  

 

The insurance plan year is from September 1 through August 31. Current employees can make 

changes in their insurance coverage during open enrollment. Detailed descriptions of insurance 

coverage, employee cost, and eligibility requirements are provided to all employees directly on 

the benefits website. Employees should contact the provider’s Customer Service for more 

information.   

 

5.2. Supplemental Insurance Products 

 

Employees who are regularly scheduled to work 20 or more hours per week are eligible to 

participate.  At their own expense, employees may voluntarily enroll in supplemental insurance 
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programs (e.g. dental, vision, supplemental life.) Premiums for these programs are by payroll 

deduction.  

 

The insurance plan year is from September 1 through August 31.  Current employees can make 

changes in their insurance coverage during open enrollment.  Detailed descriptions of insurance 

coverage, employee cost, and eligibility requirements are provided to all employees directly on 

the benefits website. Employees should contact the provider’s Customer Service for more 

information.   

 

5.4. Teacher Retirement System of Texas 

 

The Teacher Retirement System of Texas (TRS) administers a pension trust fund that has been serving 

the needs of Texas public education employees for over 75 years. A charter school is eligible for 

membership in TRS when the employee has:  

 

• Regular employment with a single public, state-supported education institution in Texas that 

is expected to last for a period of 4 ½ months or more, 

• For one-half or more of the full-time workload, and 

• With compensation paid at a rate comparable to the rate of compensation for other persons 

employed in similar positions.  

 

An employee of a public, state-supported educational institution in Texas is considered to meet these 

requirements if the employee’s customary employment is for 20 hours or more each week at a single 

employer and for 4 ½ months or more in one school year.  

 

An employee is no longer eligible to receive retirement annuity from TRS if the person is convicted 

of a qualifying felony against a student. A qualifying felony includes the continuous sexual abuse of 

a young child or children, an improper relationship between an educator and student, sexual assault, 

or aggravated sexual assault. 

 

5.5. Other Retirement Plans 

 

Not Applicable. 

 

5.6. Same Sex Spouses 

 

In compliance with the U.S. Supreme Court’s ruling in Obergefell v. Hodges (2015) and the final 

judgment rendered by the Texas courts in Pidgeon v. Turner (2017), BOB HOPE SCHOOL extends 

spousal benefits, where applicable, to same-sex spouses.  

 

5.7.  Additional Benefits 

 

The charter school provides up to $10,000 life insurance at no cost to all eligible staff that are 

regularly scheduled to work 20 or more hours per week.    
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6.   WAGES & EXPENSES 

 

6.1. Classification of Employees:  Hours Worked 

 

• Full-Time Employees.  Full time employees are employed at least 30 hours per week.  Full 

time employees are eligible for the employee benefits set forth in this Handbook in Section 

4. 

 

• Part-Time Employees.  Part-time employees work less than 30 hours per week.  Part-time 

employees are regularly scheduled to work during the work week at a fixed part-time 

schedule. Part-time employees ordinarily are not eligible for the employee benefits set forth 

in this Handbook in Section 4, but a part-time employee could qualify for TRS Retirement 

benefits depending on the employee’s tenure and the number of hours worked by the 

employee.   

 

• Temporary Employees.  Temporary employees are hired as interim replaces to temporarily 

supplement the workforce, such as substitute teachers, or to assist in the completion of a 

specific project.  Employment assignments in this category are of a limited duration.   

 

6.2. Classification of Employees:   Non-Exempt Status v. Exempt Status 

 

BOB HOPE SCHOOL assigns positions, determines wages and compensates employees for 

overtime in accordance with state laws, local laws, and the federal Fair Labor Standards Act. The 

workweek for each is employee is set in accordance with Section 3.2 of this Handbook.   

 

• Exempt v. Non-Exempt Designation.  Each employment position is designated as either 

non-exempt or exempt as required by the federal Fair Labor Standards Act.  

 

• Exempt Positions.  Exempt employees are expected to work the hours necessary to 

complete their assigned work to the satisfaction of their supervisor without regard to 

scheduled hours and without expectation of additional compensation. Exempt 

employees are not entitled to overtime compensation. Generally, teaching and 

administrative positions are designated as exempt positions.  

 

1)  Teaching positions are classified as exempt positions if:   

 

a) The primary duty is teaching, tutoring, instructing or lecturing in the activity  of 

imparting knowledge; and 

b) They are employed and engaged in this activity as a teacher in an educational 

establishment. 

 

2) Administrative positions are classified as exempt positions if:  

a) The position is compensated on a salary basis at a rate of $455 or more per week; 

and  
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b) The primary duty is performance of office or non-manual work directly related to 

the management or general business operations of the of the employer or the 

employer’s customers; and 

c) The primary duty includes the exercise of discretion and independent judgment 

with respect to matters of significance. 

 

• Non-Exempt Positions.  Non-exempt employees are entitled to minimum wages and 

overtime pay.  Overtime payment is pay at a rate of at least one and one-half times an 

employee’s “regular rate of pay” for any hours worked over 40 hours in a workweek. 

Generally, paraprofessionals are classified as non-exempt employees.  All non-exempt 

employees must review and approve their timesheets at the end of every pay period.  

Direct supervisors must review and approve their employees’ timesheets at the end of 

every pay period.   

 

A non-exempt employee is never permitted to work “off the clock”. This includes sending 

text messages or emails after the employee’s scheduled work hours unless in response 

to a supervisor’s directive or supervisor’s designee. While all hours worked will be 

compensated appropriately, an employee’s failure to report hours accurately whether 

too low or too high is cause for disciplinary action. Employees should immediately report 

to Human Resources Director any effort by a supervisor to participate, encourage, or 

even permit an employee to work “off the clock” in violation of this overtime provision. 

  

6.3. Payday 

 

BOB HOPE SCHOOL pays its employees on a monthly or bi-weekly basis depending on job 

classification. The payday cycles are as follows: 

 

• Exempt Employees.  Paydays will take place semi-monthly on the 15th and the last day of the 

month. If these days occur on a weekend, then the payday will be the previous Friday.  All 

exempt employees will receive annualized pay in their monthly paychecks, whether central 

office administrators who work 12 months per calendar year, campus administrators who 

work 11 months per calendar year, or teachers and other instructional staff who work 10 

months per calendar year.   For purposes of this handbook, annualized pay means the 

payment of wages is equalized payments over the course of 12 calendar months.   

 

• Non-Exempt Employees.  Paydays will take place twice per month on the 15th and the last 

day of each month. Non-exempt employees that work on a 12-month basis will be paid 

based upon the number of hours worked by the employee during the designated pay period.  

Non-exempt employees that work on a 10 or 11-month basis may have their pay annualized.  

For purposes of this handbook, annualized pay means the payment of wages is equalized 

payments over the course of 12 calendar months. 
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• Final Paycheck.  If an employee is laid off, discharged, fired, or otherwise involuntarily 

separated from employment, the final payday will be within six (6) calendar days of 

discharge. If the employee quits, retires, resigns, or otherwise leaves employment 

voluntarily, the final payday will be on the next regularly scheduled payday following the 

effective date of resignation. Any school employee who receives annualized pay and who 

has been overpaid wages as of their last day of employment either must reimburse the 

school for the amount of overpaid wages or must provide written consent for the amount 

of the overpaid wages to be deducted from the employee’s final paycheck. 

 

6.4.  Supplemental Duties and Related Stipends 

 

The CEO may assign formal supplemental duties to personnel from time to time for activities such as 

athletic coaching and student club sponsoring.   

 

• Supplemental Duty Pay for Exempt Employees.  Exempt employees assigned supplemental 

duties shall be compensated for these assignments according to the compensation plan set 

by BOB HOPE SCHOOL. 

 

• Supplemental Duty Pay for Non-Exempt Employees.  Non-exempt employees assigned 

supplemental duties shall be compensated for the supplemental duties on an hourly rate. 

The hourly rate set for the employee’s supplemental duty may differ from the hourly rate set 

for the employee’s core employment position.  Overtime wages will be paid if the employee 

works over 40 hours per work week, whether the work is performed in the employee’s core 

duties, supplemental duties, or a combination of both duties. 

 

• No Contractual Obligation Committed.  Paid supplemental duties do not create any 

contractual obligation by the charter school to continue the assignment of the supplemental 

duty.  An employee shall hold no expectation of continuing assignment to any paid 

supplemental duty. 

 

6.5 Direct Deposit  

 

Direct deposit is BOB HOPE SCHOOL’s preferred method of payment for all employees paid by BOB 

HOPE SCHOOL. Direct deposit enables BOB HOPE SCHOOL to facilitate the distribution of pay to 

employees in a safe, secure, and timely manner. To enroll in direct deposit an employee will 

complete the necessary form during the employment process.  Any changes after this time 

should be communicated to the Human Resources Department. 

 

An employee who prefers to receive a paper check instead of direct deposit must notify his/her 

supervisor or the Chief Operations Officer in the Business Office. 

 

6.6. Mistake in Payroll or Expense Reimbursement 

 

Employees are required to immediately notify their supervisor in the event of a suspected mistake 
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in their payroll or expense reimbursement. Failure to report an overpayment in payroll or in an 

expense reimbursement may result in disciplinary action.  

 

6.7. Attendance Records 

 

Employee attendance records must be kept complete and accurate. Attendance records are subject 

to unannounced reviews to ensure proper use. Falsification of time records is a serious offense and 

may lead to disciplinary action, up to and including discharge from employment. 

 

6.8. Travel Expense and Other Reimbursements 

 

• Travel Expense Reimbursements.  Before an employee incurs travel, expenses related to 

BOB HOPE SCHOOL business, the employee must receive written approval from the 

employee’s direct supervisor. Mileage for the use of an employee’s personal car will be 

reimbursed at the then published IRS mileage reimbursement rate.  Employees should 

select moderately priced lodging convenient to their destination to minimize time and 

expense. All expenses must be incurred within the specific guidelines or rules pertaining to 

grant funded travel expenses.  Travel expenses from approved travel must be itemized and 

detailed on the BOB HOPE SCHOOL travel reimbursement form. To be reimbursed, all 

original receipts for travel expenses must be included with the reimbursement form and 

submitted to the employee’s supervisor. 

 

• Other Reimbursements.  Unless specifically pre-approved in writing by the employee’s 

supervisor or designee, no employee will be reimbursed for any personal expense incurred 

for any work-related expenses such as professional development courses or for classroom 

supplies.  

 

6.9. Deductions in Pay  

 

BOB HOPE SCHOOL will only deduct wages from an employee’s paycheck under circumstances that 

are allowable under state and federal law. Additionally, any wages that an employee has requested 

and authorized in writing will be deducted.  

 

• Errors in Deductions.  If there is a deduction that has been made that the employee believes 

is in error, the employee should immediately contact the Payroll Processing Specialist the 

Business Office or the COO. Retaliation against an employee who has questioned what 

he/she believes may be an incorrect deduction in pay is prohibited. 

 

• Administrative Fees.  Texas law authorizes an employer to make certain deductions from pay 

for costs incurred in servicing a garnishment or wage attachment order.  Accordingly, BOB 

HOPE SCHOOL may charge the following administrative fees: 

1. Court-ordered child support- an employer may make a deduction for an 

administrative fee of up to $10.00 per month. 
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2. Court-ordered spousal maintenance- an employer may make a deduction for an 

administrative fee of up to $5.00 per month 

3. Guaranteed student loan wage attachments- an employer may make a deduction 

for an administrative fee of the actual cost, or $10.00, whichever is less per month.   
 

6.10. Payroll Advances and Financial Loans 

 

BOB HOPE SCHOOL does not issue payroll advances to any employee under any circumstance.  

Additionally, the charter school does not extend financial loans to its employees.  

 

6.11. Unemployment Compensation 

 

Returning employees of the charter school are not eligible for unemployment compensation during 

scheduled school breaks such as during the summer months, Winter Break, Fall Break, and Spring 

Break.  In this regard, the charter school may issue notices of reasonable assurance of continued 

employment to its employees.   The notice of reasonable assurance is contingent on continued 

school operations and will not apply in the event of any disruption that is beyond the control of the 

charter school such as the lack of school funding, natural disasters, court orders, public insurrections, 

and war.  The letter of reasonable assurance is not an employment contract and does not create a 

right of continued employment for the employee.   

 

7.   NON-DISCRIMINATION & ANTI-HARASSMENT 

 

7.1. Non-Discrimination 

 

BOB HOPE SCHOOL is committed to honor the laws that prohibits a person from being excluded from 

participation in, denied the benefits of, or subjected to discrimination, harassment or retaliation on 

the basis of race, color, religion, sex (including pregnancy), national origin, age, disability, genetic 

information (including gender or gender identity), sexual orientation or marital status. Employees 

are prohibited from discriminating against other employees, against applicants, or against students 

based upon the aforementioned protected classes. This policy applies to all terms, conditions, and 

privileges of employment including, but not limited to, recruitment, hiring, placement, 

compensation, promotion, discipline, and termination.   

 

7.2. Reasonable Accommodation 

 

In the event an employee needs to request a reasonable accommodation in the employee’s work 

conditions or in the charter school’s stated policies or procedures due to the employee’s disability, 

as defined in the Americans with Disabilities Act Amendments Act of 2008, or due to the employee’s 

sincerely held religious belief, then the employee should notify his or her direct supervisor and/or the 

Chief Operations Officer.  
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• Reasonable Accommodation for Physical or Mental Impairment.  BOB HOPE SCHOOL will 

make a reasonable accommodation for the physical or mental impairment of an employee 

that substantially limits the employee’s major life activities unless the requested 

accommodation creates an undue hardship for the charter school. BOB HOPE SCHOOL 

encourages all employees to inform their supervisor and/or Chief Operations Officer of any 

mental or physical impairment that substantially limits an employee’s major life activity.  

 

• Reasonable Accommodation for Sincerely Held Religious Beliefs.  BOB HOPE SCHOOL will 

make a reasonable accommodation for an employee’s sincerely held religious beliefs or 

practices unless the requested accommodation creates an undue hardship for the charter 

school.   

 

• Undue Hardship.  For purposes of this policy, an undue hardship is defined as a significant 

difficulty or expense. Undue hardship is determined on a case by case basis. 

 

7.3. Anti-Harassment 

 

BOB HOPE SCHOOL is committed to creating and maintaining a work environment free of all forms 

of unlawful harassment. Employees are prohibited from engaging in all forms of unlawful 

harassment, including harassment based on race, sex, religion, national origin, disability, age, 

genetic information, veteran status, sexual harassment, and any other protected class status. 

Harassment based on any of the aforementioned protected classes may include, but is not limited 

to, many different types of actions:  verbal (e.g. derogatory comment), physical (e.g. assault), or 

visual (e.g. internet materials).   

 

• Workplace Harassment.  Workplace harassment is defined as unwelcome verbal or 

nonverbal conduct, based upon a person’s protected status, that shows hostility or aversion 

because of that status, and which affects the person’s term or conditions of employment or 

has the purpose of creating an intimidating or hostile work environment. Examples of 

workplace Harassment may include:  

1. Epithets, slurs or negative stereotyping 

2. Threatening, intimidating or hostile acts 

3. Denigrating jokes 

4. Display of circulation of emails, text messages, tweets or other graphic 

materials that denigrates a person based on their protected status.  

 

• Sexual Harassment.  Sexual harassment does not have to be of a sexual nature and can 

include offensive remarks about a person’s sex. Both victim and harasser can be either a 

woman or a man, and the victim and harasser can be the same sex.  Sexual harassment is a 

form of sex discrimination defined as: (1) submission to or rejection of harassing conduct 

used as the basis of employment decisions, (2) harassing conduct that has the effect of 

creating an intimidating, hostile or offensive working environment, or (3) submission to 

harassing conduct is made either explicitly or implicitly a term or condition of employment.  

Examples of sexual harassment include: 
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1. Unwelcome or unsolicited sexual advances 

2. Displaying sexually suggestive material 

3. Unwelcome text messages, IM’s, or emails of a sexual nature 

4. Sexually oriented or obscene jokes  

5. Verbal abuse of a sexual nature 

6. Unwelcome physical contact or touching.  

 

• Retaliation.  The BOB HOPE SCHOOL prohibits retaliation against an employee who makes 

a claim alleging to have experienced discrimination or harassment or another employee 

who, in good faith, makes a report, serves as a witness, or otherwise participates in an 

investigation. Examples of retaliation may include termination, refusal to hire, demotion, 

and denial of promotion. Retaliation may also include threats, unjustified negative 

evaluation, unjustified negative references, or increased surveillance.  

 

• False Claims, False Statements, Refusal to Cooperate.  An employee who intentionally 

makes a false claim, offers false statements, or refuses to cooperate with BOB HOPE 

SCHOOL’S investigation regarding harassment or discrimination is subject to appropriate 

discipline.  
 

7.4. Reporting Discrimination and/or Harassment 

 
This section applies to both incidents of harassment and discrimination. 

 

Employees should promptly report an incident of discrimination or harassment to their direct 

supervisor, Human Resources Director, COO or CEO.  The employee should not assume that 

witnesses to the incident will know the conduct is unwelcomed; an employee should not rely on 

a witness to report the conduct for the employee. Informing the harasser that the conduct is 

unwelcomed is not a report of harassment since the harasser may not self-report the violation 

to management or the Human Resources Director. 

 

If the alleged harasser is the employee’s supervisor, a manager, or even one of the individuals 

designated to receive harassment reports, the employee does not have to directly report the 

incident to that individual, but instead must notify the Human Resources Director, COO or CEO in 

order to ensure that the matter is promptly and appropriately addressed. 

 

Any supervisor/manager who receives information indicating a concern about harassment or 

discrimination must report it to the Human Resources Director, COO or CEO even if the 

information comes from someone other than the target of the harassment or discrimination, or 

even if the person expressing the concern indicates that they do not wish to have the 

harassment or discrimination reported. 

 

BOB HOPE SCHOOL will promptly investigate any report and take appropriate remedial action. If the 

harassment or discrimination continues, the employee must immediately report the incident so that 

the matter can be reopened and addressed.  
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Retaliation for reporting what an employee believes to be harassing or discriminatory conduct or 

for participating in an investigation of alleged harassment or discrimination is prohibited. Any 

retaliation should be reported according to the same procedures as reporting discrimination or 

harassment. 

 

Any employee engaging in any type of discrimination, harassment, and/or retaliation will be subject 

to disciplinary action, up to and including discharge. Any supervisor who has knowledge of such 

behavior yet takes no action to report it is subject to disciplinary action, up to and including discharge. 

 

 8.   EMPLOYMENT STANDARDS 

 

8.1. Expected Employee Conduct 

 

All employees are expected to: 

 

• Meet established expectations of job performance; 

• Comply with attendance policies; 

• Be responsible in the performance of job duties; 

• Be efficient; 

• Respect the personal and property rights of all individuals one comes in contact with 

during BOB HOPE SCHOOL business; 

• Follow job instructions; 

• Maintain a courteous and professional demeanor. 

 
Educators’ Code of Ethics 

All employees, as public servants, must follow the Educators’ Code of Ethics, which is reprinted 

below:  

 

Purpose and Scope 
 

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 and good 
moral character. 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. This chapter shall apply to educators and candidates for certification. 
(19TAC 247.1 (b)).  
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  Enforceable Standards  
 

1. Professional Ethical Conduct, Practices and Performance  
 
Standard 1.1. The educator shall not intentionally, knowingly, or recklessly engage in deceptive 
practices regarding official policies of the school district, educational institution, educator 
preparation program, the Texas Education Agency, or the State Board for Educator Certification 
(SBEC) and its certification process.   
 
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 of students, 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 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.  
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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, gender, disability, family status, or sexual orientation. 
  
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 or who provides information for a disciplinary investigation or proceeding 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 intentionally, knowingly, or recklessly treat a student or 
minor in a manner that adversely affects or endangers the learning, physical health, mental 
health, or safety of the student or minor.  
 
Standard 3.3. The educator shall not intentionally, knowingly, or recklessly 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, gender, 
disability, national origin, religion, family status, or sexual orientation.  
 
Standard 3.5. The educator shall not intentionally, knowingly, or recklessly engage in physical 
mistreatment, neglect, or abuse of a student or minor.  
 
Standard 3.6. The educator shall not solicit or engage in sexual conduct or a romantic relationship 
with a student or minor.  
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Standard 3.7. The educator shall not furnish alcohol or illegal/unauthorized drugs to any person 
under 21 years of age unless the educator is a parent or guardian of that child or knowingly allow 
any person under 21 years of age unless the educator is a parent or guardian of that child 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, text 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:  

(i) the nature, purpose, timing, and amount of the communication;  
(ii) the subject matter of the communication;  
(iii) whether the communication was made openly, or the educator attempted to conceal 
the communication;  
(iv) whether the communication could be reasonably interpreted as soliciting sexual 
contact or a romantic relationship;  
(v) whether the communication was sexually explicit; and  
(vi) 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.  

 

Source Note: The provisions of this §247.1 adopted to be effective March 1, 1998, 23 TexReg 1022; 

amended to be effective December 26, 2010, 35 TexReg 11242; amended to be effective December 

19, 2011, 36 TexReg 8530 

 

Employees who do not adhere to these standards are subject to disciplinary action, up to and 

including discharge.  

 

8.2. Violence in the Workplace 

 

BOB HOPE SCHOOL is committed to providing a safe workplace that is free from violence or threats 

of violence. Any and all acts of violence in the workplace are prohibited and subject to disciplinary 

action, up to and including discharge. Additionally, any and all threats of violence, direct or indirect, 

serious or said in jest, are prohibited. All threats will be taken seriously and are subject to 

disciplinary action, up to and including discharge.  

 

Employees concerned about family violence being brought into the workplace or onto the 

workplace parking lot are encouraged to notify their director supervisor, COO or CEO. 

 

Any employee who receives a protective or restraining order that lists BOB HOPE SCHOOL as a 

protected area is required to provide COO or CEO with a copy of the order and any information 

requested by BOB HOPE SCHOOL to identify the individual subject to the order. 
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8.3. Drug-Free Workplace 

 

BOB HOPE SCHOOL is committed to maintaining a drug-free work environment and each employee 

is responsible for the maintenance of such an environment. The unlawful manufacture, distribution, 

possession, or use of a controlled substance (i.e. drugs) and/or the use of alcohol or tobacco in the 

workplace, or while conducting BOB HOPE SCHOOL business, are strictly prohibited. 

 

Additionally, an employee must notify BOB HOPE SCHOOL of any criminal drug statute 

conviction for a violation occurring in the workplace, or while conducting BOB HOPE SCHOOL 

business, no later than five days after such conviction.  A report of a conviction must be made 

to the Human Resources Director. 

 

Violation of this policy may lead to disciplinary action, up to and including discharge.  

 

BOB HOPE SCHOOL may ask an employee to submit to a drug or alcohol test whenever it 

reasonably believes that the employee may be under the influence of drugs or alcohol at 

the work place in violation of this Drug-Free Workplace policy, including, but not limited 

to the following circumstances: evidence of drugs or alcohol on or about the employee’s 

person or in the employee’s vicinity; unusual, bizarre or erratic conduct that suggests the 

employee is impaired by, or under the influence of, drugs or alcohol; or an on-the-job 

accident or injury under circumstances that suggest the possible use or influence of drugs 

or alcohol in the injury. 

 

Nothing in this policy prohibits, or in any way limits, the lawful use of prescription or nonprescription 

drugs. However, an employee must inform his/her immediate supervisor if he/she is using a 

prescription or nonprescription drug which could impair work performance or pose a risk of harm 

to the employee, to others, or to property. It is the employee’s responsibility to determine from his 

or her physician(s) if the medication can impair work performance or pose such a risk. If the lawful 

use of lawful prescription or nonprescription drugs does limit or otherwise impair the employee’s 

ability to perform the essential functions of his or her position or otherwise creates a safety risk, 

the Human Resources Department will meet with the employee to determine whether a reasonable 

accommodation is available. 

 

8.4. Suspicious Behavior 

 

Employees are encouraged to report any suspicious behavior observed at school or at any school-

related or school-sponsored activity. Strangers or former employees walking unaccompanied in 

areas not generally open to the public should be pointed out to a supervisor. 

 

8.5. Former Employees 

 

Unless granted permission by a central office or campus administrator, former employees may 

not enter areas that are not open to the public after they are no longer employed by BOB 

HOPE SCHOOL. 
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8.6. Employee Dress Code 

 

As representatives of Bob Hope School, employees are expected to always dress professionally and 

exhibit a neat, well-groomed appearance in a manner that is appropriate for their occupation. 

Educators serve as role models for students; therefore, staff dress shall exceed student dress 

standards.   

 

If an employee is unsure of the appropriateness of a particular item of clothing, the employee should 

choose not to wear it. 

 

Outlined below are dress code guidelines for employees to follow: 

 

•Sweats, gym suits, jogging suits, shorts, mini-skirts, short dresses, skirts and skorts, T-shirts of any 

kind, tank tops, see-through clothing, bare midriffs, low-cut tops (front, back, sides), untucked shirts, 

and sleepwear will not be permitted.   

•Other garments such as strapless, spaghetti straps, halter, tank tops, and camisoles should not be 

worn as outerwear. Bra straps should not be visible. 

•Dresses, skirts, slacks, or mid-calf dress capris may be worn.  The minimum length of dresses and skirts 

must be slightly above the knee or longer.   

•Solid colored, opaque or sheer stockings, tights, and leggings, (except for patterned and fishnet), may 

be worn as hosiery under slacks or under dresses and skirts of defined length. Example of acceptable 

dress:  Black tights worn as hosiery under an appropriate knee-length top. 

Excessively tight or revealing attire (exposing cleavage, chest, midriffs, torso, private parts, 

undergarments, or otherwise “sexually provocative”) is forbidden. 

•Hair should be clean, combed/brushed, neatly groomed and non-distracting. 

•No greater than three earrings per ear is allowed for women; no earrings for men allowed. 

•No body or mouth jewelry/ornaments allowed.  

•Shoes must be worn at all times.  House shoes, shower shoes, slippers, flip-flops and beach footwear 

are not permitted. 

•Jewelry or similar artifacts that are obscene, distracting, or may cause disruptions to the educational 

environment shall not be worn. 

•No untrimmed facial hair allowed. 

•Tattoos must be covered while at school and at school-related activities. 

•Radical departure from conventional dress or personal grooming is not permitted, including but not 

limited to, excessively long hair or fingernails, overuse of perfume, cologne, or other scents. 

 

Special Job Assignments / Campus Activities 

Special job assignments (e.g., athletic, cafeteria, custodial, life skills or certain campus activities like 

leadership day) can deviate from the dress code.  Appropriate attire should be worn to meet the 

requirements of the job responsibilities.  For athletic staff, sweats, gym suits, jogging or warm-up suits 

are allowed during physical education classes and coaching.  Otherwise, the general dress code will 

apply. 
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Additionally, because it is difficult to establish a specific dress standard, a BOB HOPE SCHOOL 

administrator may require an employee to change clothing into attire more appropriate for the 

school environment. 

 

Failure to comply with the Employee Dress Code will result in disciplinary action and may include 

termination.  The school will not be held liable for damage to clothing or accessories while you are on 

duty. 

 

This dress code applies to all Bob Hope School employees, at all locations. 

 

Exceptions to the dress code may be considered to make reasonable accommodations for an 

employee’s disability, as defined by the Americans with Disabilities Amendments Act of 2008, or for 

an employee’s sincerely held religious belief. 

 

8.7. Outside Employment 

 

Employees of BOB HOPE SCHOOL are expected to work solely for BOB HOPE SCHOOL.  Any outside 

employment, whether self-employment or working for another employer, should be immediately 

disclosed to and approved by COO or CEO.  In certain circumstances, such outside employment may 

be permitted by BOB HOPE SCHOOL, however, BOB HOPE SCHOOL retains the right to review and 

evaluate each situation on an individual basis. 

 

8.8. Employee Searches 

 

Employees do not have an expectation of privacy in any work areas such as, but not limited to, 

classrooms, offices, desks, file cabinets, computers or cell phones owned or leased by the BOB 

HOPE SCHOOL. Work areas and BOB HOPE SCHOOL property are subject to search at any time. Any 

of the following may be monitored if they occur during business hours, at school activities, and/or 

on school property: phone calls, voicemail, e-mail (work and personal), cameras, computers, and 

internet activity. Furthermore, employees do not have an expectation of privacy in school issued 

phones or private phones used for work purposes.  

 

Also, employees have no expectation of privacy with respect to their text messages or emails 

pertaining to school business. Consequently, all school related records or student related records, 

including text messages and emails, must be kept in accordance with BOB HOPE SCHOOL’s records 

retention policy.  

 

8.9. Audio & Video Recordings 

 

An employee is prohibited from making any audio or video recording while acting in the course and 

scope of their employment or while on school property without the written consent of each person 

subject to the recording. School functions such as athletic activities or performances are exempt 

from this prohibition. Furthermore, an employee is prohibited from using his or her personal cell 

phone or school issued cell phone to photograph students or to post student photographs unless 
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the employee has received expressed written consent from the student’s parent or legal guardian 

or the employee has confirmed with the Campus Director or Administrator  that the charter school 

has received expressed written consent from the student’s parent or legal guardian.   

 

8.10. Office Dating 

 

Employees who are in administrative, management, or supervisory roles are prohibited from 

dating any employee over whom they have direct or indirect supervision. Also, individuals who 

work within the Human Resources Department are prohibited from dating any BOB HOPE 

SCHOOL employee. 

 

If two employees are involved in a dating relationship, it will be presumed by BOB HOPE SCHOOL 

that the relationship is welcomed by both parties unless one or the other notifies BOB HOPE 

SCHOOL to the contrary. Public displays of affection and favoritism during work hours and school 

activities are prohibited. 

 

Conduct that occurs during a disagreement or following a termination of the relationship must not 

violate BOB HOPE SCHOOL’s harassment policy. 

 

8.11. Workplace Investigations  

 

There are instances when BOB HOPE SCHOOL may wish to investigate personnel matters. Employees 

are required to cooperate in any investigation. Refusal to participate, or actions taken to 

compromise the effectiveness of any investigation, may result in termination. If the employee is 

instructed not to discuss the matter being investigated, failure to abide by this instruction may also 

result in termination. This restriction excludes the employee’s privileged communications with his or 

her own private legal counsel. 

 

Employees who are the subject of a workplace investigation may be suspended with or without 

pay by the CEO or designee pending the results of the investigation. During the suspension, the 

employee will not be permitted to access Bob Hope School campus. Upon conclusion of the 

investigation, CEO or designee will inform the suspended employee the results of the 

investigation and of his or her employment status with the school.  

 

8.12. Updated/Current Employee Information 

 

Employees are required to regularly update: 

 

• A change in home address or telephone number; 

• A change in marital status or in the number of dependents; 

• A change of insurance beneficiary; 

• A change in the number of exemptions claimed for income tax purposes; 

• The driving record or status of an employee’s driver’s license, if the employee operates any 

BOB HOPE SCHOOL vehicle or operates his or her own vehicle for work- related duties, not 
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including driving to and from work. 

• A legal change of name. 

• The Public Information Act form indicating whether certain personal information may be 

released to the public. 

 

Updates should be made by notifying Human Resources Department. 

 

8.13. Allowable Uses of School Property 

 

Employees may use BOB HOPE SCHOOL property only for a purpose that is consistent with 

applicable law and to implement a program that is described in BOB HOPE SCHOOL’s charter. 

Without written permission from Chief Operations Officer, employees are prohibited from 

using school property for non-instructional purposes. Also, using charter school property for 

political purposes is prohibited. Employees must request approval from COO or CEO before 

distributing third-party materials on school property or at school related events.    

 

Employees of BOB HOPE SCHOOL may use local telephone service, cellular phones, electronic mail, 

Internet connections, and for incidental personal use under the following conditions: 

 

• Such incidental personal use must not result in any direct cost paid with state funds.  If this 

does happen, the employee who caused the direct cost to be incurred by BOB HOPE SCHOOL 

must reimburse BOB HOPE SCHOOL; 

• Such incidental personal use must not impede the functions of BOB HOPE SCHOOL; and 

is strictly prohibited during instructional time or while on duty, (e.g., teacher’s placing or 

answering calls in the classroom or hallway, instant messaging, emailing, texting, and/or 

web browsing via cellular phone or electronic device during instructional periods); 

• Personal phone usage should be reserved during personal time, (e.g., lunch breaks);  

• The use of BOB HOPE SCHOOL property for private commercial purposes is strictly 

prohibited; and 

• Only incidental amounts of an employee’s time for personal matters, comparable to 

reasonable coffee breaks during the day, are authorized under this section. 

 

An employee may be required to compensate BOB HOPE SCHOOL for any damage and/or 

destruction the employee causes to BOB HOPE SCHOOL property.  

 

A violation(s) of this section may result in disciplinary action, up to and including discharge. 

 

8.14. Computer & Internet Use 

 

Except for the incidental personal use described in Section 8.13, access and use of BOB HOPE 

SCHOOL’s computers, computer networks, electronic mail, and the Internet is only for educational 

and administrative purposes. The access of material that is obscene, child pornography, or harmful 

to minors is prohibited. 
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Failure to comply with this section may result in disciplinary action, up to and including 

termination. 

 

8.15. Administration of Medication to Students 

 

The administration of medication to students must be done in accordance with BOB HOPE SCHOOL 

BOARD policy. All employees, agents, and volunteers are prohibited from administering any 

medication to a student unless expressly authorized by BOB HOPE SCHOOL. 

 

8.16. Reporting Child Abuse/Child Neglect 

 

An employee, volunteer, or agent that believes a child has been adversely affected by physical, 

sexual, or mental abuse or neglect must make a report within 48 hours of first suspecting such abuse 

or neglect. The report must be made to law enforcement or the Department of Family and Protective 

Services, Child Protective Services. 

 

8.17. Traffic Violations 

 

If an employee, during the course of BOB HOPE SCHOOL business, receives a traffic violation, the 

employee will be personally liable for any expenses incurred from that violation. If, during the 

course of transporting a student(s), an employee receives a traffic violation, that employee is 

subject to disciplinary action, up to and including discharge.  

 

8.18. Weapons and Firearms Prohibited 

 

Weapons. The BOB HOPE SCHOOL prohibits the use, possession, or display of any illegal knife, club 

or prohibited weapon on school premises (i.e., building or portion of a building) or any grounds or 

building where a school-sponsored activity takes place. This prohibition includes weapons in vehicles 

on school property.  

 

Firearms.  The BOB HOPE SCHOOL prohibits the use, possession, or display of any illegal firearm on 

school premises (i.e., building or portion of a building) or any grounds or building where school-

sponsored activity takes place. This can include grounds otherwise excluded from the definition of 

“premises” such as public or private driveways, streets, sidewalks or walkways, parking lots, parking 

garages, or parking areas.  

 

Pursuant to Texas Penal Code Section 46.03, an employee commits an offense if the person 

intentionally, knowingly, or recklessly possesses or goes with a firearm, illegal knife, club, or 

prohibited weapon listed in Texas Penal Code Section 46.05(a), on the physical premises of a school 

or educational institution. It is not a defense to prosecution under this section that the employee 

possessed a handgun and is licensed to carry a concealed handgun under the Texas Government 

Code Chapter 411.  

 

 



40 

 

Firearms Exception.  The BOB HOPE SCHOOL may not prohibit a person, including a school employee, 

who holds a license to carry a handgun under Government Code Chapter 411, from transporting or 

storing a handgun or other firearm or ammunition in a locked, privately owned or leased motor 

vehicle in a parking lot, parking garage, or other parking area provided by a charter school, provided 

that the handgun, firearm, or ammunition is not in plain view.  

 

8.19. Smoking and Other Tobacco Use 

 

BOB HOPE SCHOOL staff members, volunteers & students are NOT allowed to use any tobacco 

product while on any Hughen Center or Bob Hope School property, both owned and leased or in 

their vehicle while on the Hughen Center or Bob Hope School property, both owned and leased.  No 

employee will use tobacco products while attending company-sponsored events when students or 

Hughen clients (child or adult) are present. 

  

BOB HOPE SCHOOL employees are not to provide students or Hughen clients (child or adult) with 

tobacco products or the opportunity to purchase these products.  

 

Staff members who fail to abide by this policy will be subject to disciplinary action that may include 

documented verbal warnings, written warnings, and/or termination. 

  
8.20. Staff/ Student Romantic Relationships 

 

All BOB HOPE SCHOOL employees will recognize and respect the rights of students, as established by 

local, state, and federal law. Employees shall, always, maintain a professional relationship and exhibit 

a professional demeanor in their interactions with students. Employees shall not form personally 

intimate or romantic relationships with students, regardless of whether the student is 18 years old.  

Intimate physical contact between an employee and a student is strictly prohibited, even if 

consensual. For purposes of this policy, “intimate physical contact” includes but is not limited to 

holding hands, lap sitting, kissing, petting, and sexual intercourse of any kind.   

 

Text messages and email communications are prohibited between employees and students unless 

the communication is for educational purposes. BOB HOPE SCHOOL prohibits employees from being 

friends or connecting with students on any social media platform such as Facebook, Twitter, 

Snapchat, Instagram and others.  Also, employees are prohibited from engaging in electronic dating 

applications with students such as Tinder.  

 

Employees may elect not to disclose their personal telephone number or e-mail address to students.   

 
Employees must report any behavior that is observed at school or at any school-related or school-

sponsored activity that might violate this policy. Additionally, if employees receive any inappropriate 

communication from a student, the employee must report the incident to the DESIGNATED CAMPUS 

ASMINISTRATOR.  Reports may be submitted directly to the campus administrator via email or 

verbally in person. A report should include the name of the employee involved, name of the student 

involved, location of incident, and description of incident. If possible, a report should include any 

copies of communication between the employee and the student.    
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8.21. Authority to Bind Contracts 

 

Only the charter school board of directors, acting as a body corporate, has legal authority to bind 

the charter school to a financial or contractual obligation.  Accordingly, no school employee is 

authorized to bind the charter school to any financial or contractual obligation unless the board of 

directors has expressly and explicitly delegated contracting authority to that employee through 

the adoption of board policy or through other formal board action.  

 

8.22. Expressing Breastmilk in the Workplace 

 

BOB HOPE SCHOOL supports the practice of expressing breast milk and makes reasonable 

accommodations for the needs of employees who express breast milk. A location, other than a 

multiple user bathroom, that is shielded from view and free from intrusion from other employees 

and the public where the employee can express milk will be provided.  

 

A reasonable amount of break time will be provided when the employee has a need to express milk. 

For non-exempt employees, these breaks are unpaid and are not counted as hours worked. 

Employees should meet with DESIGNATED CAMPUS ADMINISTRATOR to discuss their needs and 

arrange break times.  

 

8.23. Nepotism 

 

It is the BOB HOPE SCHOOL’s policy to avoid bringing family relationships into the workplace 

whenever possible. However, on occasion more than one family member may work for the school. 

The following guideline will govern these situations: Related persons will not be involved in 

evaluating each other’s job performance or in making recommendations for salary adjustments, 

promotions, or other budget decisions.  

 
8.24. Employment Reference 
 
It is prohibited for any of our employees to give written or verbal employment references, comments 
or information about any other of our employees or ex-employees.  
 
The sole exception to this rule is that when an outside source contacts the BOB HOPE SCHOOL about 
current or prior employees, only three (3) persons are authorized to respond: School Board 
President, Chief Executive Officer and the Human Resources Director. No one else may reply. Only 
the following information will be given for an employee reference:  
 

1. Verification that the employee worked for the BOB HOPE SCHOOL.  
2. Dates of hire and departure.  
3. Positions held with related timeframes.  
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9. GRIEVANCE PROCEDURES 
 

Employees who have a complaint about their terms or conditions of work are encouraged to resolve 

their concerns informally with their co-workers and/or supervisors at the lowest level possible. If the 

employee is not satisfied with the outcome of the informal resolution, then the employee may file a 

formal complaint according to the procedures below. 

 
Excluding a complaint against the Chief Executive Officer, each complaint must initially be brought at 

the lowest level of review, at the Campus Director or Supervisor review level. If the complaint is against 

the Campus Director or Supervisor, then the complaint may be initially brought to the Chief Executive 

Officer. 

 
9.1. Campus Review of Complaint 
 

Where an employee has a complaint or concern regarding their terms or conditions of work, the 

individual shall first bring their complaint or concern in writing to the appropriate campus director 

or to the employee’s direct supervisor if the employee does not work on a school campus. The 

complaint must be brought within 15 business days of the date that the complainant knew or should 

have known of the alleged harm. The complaint must be specific, and where possible suggest a 

resolution. The campus director/supervisor must consider the complaint, attempt to remedy the 

complaint in the best interest of the affected parties, and document the outcome.  The campus 

director or supervisor must respond to the complainant and issue a final decision in writing within 

10 business days of the campus director’s or supervisor’s receipt of the complaint. 

 

9.2. Chief Executive Officer’s Review of Complaint 
 

If the complainant is not satisfied with the final decision of the Campus Director or Supervisor, 

then the individual may file a written appeal to the Chief Executive Officer. This written appeal 

shall be filed with the Chief Executive Officer’s office within 10 business days of the individual’s 

receipt of the final decision from the Campus Director or Supervisor. The complaint shall include 

a copy of the prior written complaint, along with a copy of the final decision of the campus 

director or supervisor. A copy of the appeal shall also be delivered to the campus director or 

supervisor. 

 

The appeal must be specific, and where possible suggestion a resolution. The complaint shall not 

include any new issues or complaints unrelated in the original complaint. 

 
The Chief Executive Officer, or the Chief Executive Officer’s designee, shall respond to the 

complaint and issue a final decision in writing within 15 business days of receipt of the written 

appeal. 
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9.3. Board of Directors Review of Complaint 

 

If the complainant is not satisfied with the Chief Executive Officer’s final decision, then the 

individual may appeal their complaint in writing to the Board of Directors within 10 business 

days of receiving the Chief Executive Officer’s final decision. The complaint shall be directed 

to the President of the Board and shall include a copy of the written complaint to the Chief 

Executive Officer along with a copy of the Chief Executive Officer’s final decision. A copy of 

this appeal shall also be delivered to the Chief Executive Officer. 

 

The President of the Board, at the next regular meeting of the Board, shall provide a copy of the 

complaint record to all board members. The Board’s decision shall be decided on a review of the 

record developed at the Chief Executive Officer’s level. Any action of the Board of Directors regarding 

the complaint shall be taken in compliance with the Texas Open Meeting Act. 

 

9.4 Definition of “Business Day” 

 

For purposes of this grievance policy, “business day” means any calendar day that the school’s 

central administrative office is open without regard to whether students are attending school.   

 

10. DISCICPLINE  

 

In order to correct employee misconduct at the earliest stage possible, BOB HOPE SCHOOL 

administration may implement a stair-step disciplinary procedure. Such procedure may begin first with 

a verbal warning. The next offense would proceed to a written warning; the next step is suspension; 

followed by termination of employment. 

 

Though BOB HOPE SCHOOL may utilize such stair-step disciplinary procedures, BOB HOPE SCHOOL 

reserves the right to skip any or all steps and immediately discharge the employee.  

 

The stair-step disciplinary procedure does not forfeit the at-will status of its employees and BOB 

HOPE SCHOOL preserves the at-will nature of the employment relationship.  Accordingly, 

discharge may be initiated by BOB HOPE SCHOOL at any time, with or without cause, and with or 

without notice. 

 

11. SEPARATION FROM EMPLOYMENT 
 
 

11.1. Resignation 
 
An employee is expected, but not required, to give as much advanced notice as possible regarding 

their resignation from BOB HOPE SCHOOL. Typically, two weeks (10 business days) is considered 

sufficient notice time. BOB HOPE SCHOOL requests that employees submit their resignation in writing 

to their supervisor; the writing should include the employee’s anticipated last workday. 

 

 



44 

 

BOB HOPE SCHOOL reserves the right to require the employee to resign immediately rather than 

work during the notice period.   

 

11.2. Termination 

 

In order to reduce the risk of employee violence or vandalism, upon an employee’s discharge from 

employment, BOB HOPE SCHOOL administration may request that an employee leave the facility 

immediately upon separation from employment. If accompanied by an BOB HOPE SCHOOL 

administrator, the employee will be permitted to gather his/her personal belongings before being 

escorted to the exit. 

 
The exiting employee is prohibited from taking any BOB HOPE SCHOOL property or information with 

him/her; the employee is not to retain a hard copy or soft copy of any BOB HOPE SCHOOL 

information. BOB HOPE SCHOOL reserves the right to examine any boxes, briefcases, or other 

receptacle of an employee to ensure these rules are being followed, prior to the employee exiting the 

premises. 

 

An employee who has been discharged is not permitted to return to the premises of BOB HOPE 

SCHOOL without prior written approval from the CEO or COO. 

 

11.3. COBRA Notice 

 

In accordance with the Consolidated Omnibus Budget Reconciliation Act (COBRA), BOB HOPE 

SCHOOL will provide notice to each employee who is separated from employment of the employee’s 

right to choose to continue group health benefits provided by the charter school’s group health plan.  

COBRA generally requires that group health plans sponsored by employers with 20 or more 

employees in the prior year offer employees and their families the opportunity for a temporary 

extension of health coverage in certain instances. 


