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AUSTIN INDEPENDENT SCHOOL DISTRICT

Office of the Superintendent
Memorandum

To:
Members, Board of Trustees

From:
Pascal D. Forgione, Jr., Ph.D., Superintendent

Subject:
EL-4, Staff Treatment, Monitoring Report

Date:
April 26, 2004

I certify this information to be accurate as of the close of business on April 2, 2004.

EL-4 states, “With respect to treatment of paid and volunteer staff, the Superintendent shall not cause or allow conditions, procedures, actions or decisions which are unlawful, unethical, unsafe, disrespectful, disruptive, undignified or in violation of Board policy.”

Accordingly, the Superintendent may not:

1. Fail to make reasonable background inquiries and checks prior to hiring any paid personnel or utilizing the services of any volunteers who have unsupervised contact with students.

2. Fail to establish an organizational structure that is designed to meet the functional needs of the district and is not personality based.

3. Fail to use a well-defined system for recruiting and selecting the most highly qualified and best-suited candidates for employment, meeting established criteria.

4. Operate without written personnel policies which:

a. Clearly state personnel rules and procedures for staff;

b. Provide for effective handling of complaints;

c. Include adequate job descriptions for all staff positions;

d. Include an effective personnel performance evaluation system;

e. Protect against sexual harassment;

f. Protect against any form of discrimination based upon race, color, creed, religion, national origin, age, gender, sexual orientation, disability, or other personal attributes.

5. Fail to protect confidential information.

6. Fail to establish policies and procedures to assure an organizational culture that conforms with the following values:

· open and honest communication in all written interpersonal interaction respect for others and their opinions,

· focus on common organizational goals as expressed in Board Results policies,

· appropriate confidentiality, and

· commitment to the integrity and the positive image of the district, its leaders and staff.

7. Fail to honor the terms of consultation agreements with staff.

8. Fail to provide staff with an opportunity to become familiar with the provisions of this policy.

________________________________________________________________________

1.
Fail to make reasonable background inquiries and checks prior to hiring any paid personnel or utilizing the services of any volunteers who have unsupervised contact with students.

In Compliance

Pursuant to Board Policy D, the Office of Human Resources conducts a background check through the Texas Department of Public Safety on all potential employees prior to offers of employment.  The Office of Partners in Education completes background checks on all mentors/tutors prior to them having contact with students.  Upon the request of campus administrators, the District obtains the criminal history record of prospective school volunteers and informs volunteers when their services are to begin.  The Office of Human Resources began a “pilot program” in January of 2004 expanding background checks to include fingerprinting of all teachers and bus drivers new to the District.  The “pilot program” will be reviewed July 1 for possible modifications to include updating equipment for the purpose of expanding fingerprinting of all potential employees, mentors/tutors, and school volunteers prior to District service.

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 to view Board Policy DC (LEGAL)).

2.
Fail to establish an organizational structure that is designed to meet the functional needs of the district and is not personality based.

In Compliance

The reorganization plan of 2003 was a two-year program designed to logically align school district functions to improve services to the campuses and to achieve proper spans of control.  This past winter the Superintendent sought the assistance of 
Gibson and Associates who authored the original AISD Reorganization Study (January 2003) to review the current progress in implementing Phase 1 (which was effective July 1, 2003, and the proposed Phase 2 plans (which are scheduled for implementation effective July 1, 2004).

Phase I of the reorganization plan has yielded significant benefits, including clearer lines of accountability by centralizing all instruction and instruction-related functions under a Chief Academic Officer, improved communication and coordination among related departments by logically aligning them under leadership positions, and reduced central administration costs through the elimination of two Deputy Superintendents and other central office positions.

One additional benefit of Phase I of the reorganization plan is more focused school support through the establishment of Associate Superintendents for each grade level grouping.  This horizontal alignment of the Associate Superintendents has provided the focus and expertise necessary to improve communication, operational effectiveness, and educational service delivery at all three levels.  In addition, through the Council of Principals under the Chief Academic Officer, the strengths of AISD’s eleven vertical teams have been maintained.

The Superintendent has recommended that we move forward with the second phase of the AISD central office administrative reorganization on May 1, 2004, rather than on July 1, due to the departure of Dr. Edward Fuentes and the need to ensure continuity of leadership for critical functions.  Based on a recent review of the new organizational structure by Gibson and Associates, and discussions with the current senior managers, the Superintendent will present a proposed organization structure to the Board of Trustees on April 12, 2004, and will bring recommendation for action on April 26, 2004.

(Refer to Attachment #1 to view AISD Organizational Structure, Effective February 17, 2004).

3.  Fail to use a well-defined system for recruiting and selecting the most highly qualified and best-suited candidates for employment, meeting established criteria.

In Compliance

The Office of Human Resources develops recruiting and staffing action plans annually.  Goals and action steps are developed to ensure the recruitment and selection of the most highly qualified teachers/other professionals and administrative candidates for the District.

(Refer to Attachment #2 to view Teachers/Other Professionals Recruiting and Staffing Action Plan and Administrators Recruiting and Staffing Action Plan).

4. Operate without written personnel policies which:

a.
Clearly state personnel rules and procedures for staff;

In Compliance

Section D of the AISD Board Policy Manual, relating to Personnel issues, is reviewed and revised annually by the Office of Human Resources.  The local policies, legal policies (written by TASB) and related administrative regulations are available for review on TASB’s internet website.  In addition, the Office of Human Resources updates the Employee Handbook and subsequent addendums annually.  The handbook/addendums summarize major personnel policies and provide information on rules and procedures.  The handbook is distributed to all existing employees when it is published and is issued to all new employees at the time of hire.  The handbook/addendums are available for review on the District’s intranet website.  

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 to view Board Policy D).

(Refer to http://aisdweb/index.phtml to view Employee Handbook/Addendum).

b.
Provide for effective handling of complaints;

In Compliance

All employees are provided a four-step process for addressing employee grievances and complaints, as addressed in Board Policy DGBA (LEGAL) and Board Policy DGBA (LOCAL).  In addition, in January of 2002 the Office of Employee Relations established a mediation component where employees may request a neutral mediator(s) to address employee differences.  The District is also a participating agency in an Employee Mediation Program with other agencies called the Texas Intergovernmental Shared Neutrals Program.

(Refer to Attachment #3 to view AISD Employee Grievance Conference Statistics and AISD Employee Mediation Program Statistics).

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 view Board Policy DGBA (LEGAL) and DGBA (Local)).

c.
Include adequate job descriptions for all staff positions;

In Compliance

An employee in the Office of Human Resources is charged with the responsibility of maintaining updated job descriptions for the District.  New job descriptions are created as necessary in response to the changing needs of the organization.

(Job Descriptions are available upon request to the Office of Human Resources).

d. Include an effective personnel performance evaluation system;

In Compliance

Pursuant to Board Policy D, all employees are appraised annually in the performance of their duties.  The employee’s performance of assigned duties and other job-related criteria provide the basis for the employee’s evaluation.  Evaluation ratings are based on the evaluation instrument and cumulative performance data gathered by supervisors throughout the year.  EL-6, Staff Evaluation, details District practices regarding appraisals.

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 to view Board Policies DN (Local), DNA (LEGAL), DNA (Local), DNB (LEGAL), and DNB (Local)).

(Refer to http://agendas.austin.isd.tenet.edu/111003/EL%206,%20staff%20evaluation%20monitoring%20report.doc to view EL-6-Staff Evaluation).

e. Protect against sexual harassment;

In Compliance

Pursuant to Board Policy D, employees shall not engage in conduct constituting sexual harassment. Administrators, managers, and supervisors are trained on a regular basis in matters of sexual harassment.  Administrators, managers, and supervisors are responsible for sharing information regarding sexual harassment with their schools or departments via staff development and staff meetings.  Employees are provided a process for filing sexual harassment complaints.

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 to view Board Policies DHC (Local)).

f. Protect against any form of discrimination based upon race, color, creed, religion, national origin, age, gender, sexual orientation, disability, or other personal attributes.

In Compliance

Pursuant to Board Policy D, all employees are protected against any form of discrimination based upon race, color, creed, religion, national origin, age, sex (including sexual harassment), sexual orientation, disability, or other personal attributes.  Employees are also protected against discrimination based on pregnancy, military duty, and the Family Medical Leave Act (FMLA).  Employees are provided a process for filing discriminatory complaints. 

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 to view Board Policies DAA (LEGAL) and DEC (LEGAL)).
5. Fail to protect confidential information:

In Compliance

The Office of Human Resources seeks to ensure the right of staff to appropriate confidentiality including the protection of employee records from unauthorized access and when addressing employee discipline. The Office of the General Counsel also works diligently to ensure that District staff is aware of policies, regulations, and practices that govern confidentiality and protect individual rights to privacy.  In addition to addressing confidentiality in all training sessions that are offered in the areas of discipline, special education, civil liberties and civil rights, the General Counsel’s Office provides numerous advisories.

(Refer to Attachment #4 to view listing of 2003-2004 training sessions addressing confidentiality).

6. Fail to establish policies and procedures to assure an organizational culture that conforms with the following values:

· open and honest communication in all written interpersonal interaction with respect for others and their opinions,

· focus on common organizational goals as expressed in Board RESULTS policies,

· appropriate confidentiality, and

· commitment to the integrity and the positive image of the district, its leaders and staff.

In Compliance

Board Policies and administrative actions assure an organizational culture that has open and honest communication, focuses on common organizational goals as expressed in Board RESULTS policies, practices appropriate confidentiality, and creates a framework for a commitment to integrity and a positive District image.  The administration strives to produce open and honest communication in all written and interpersonal interactions.  The administration has created an organizational culture that manifests respect for others and their opinions at all times, including respect for cultural diversity.  The District’s Cultural Connections and Customer Services initiatives, and the newly created position of Ombudsman, evidence this commitment. The Board’s adoption of Results Policies and Executive Limitations has given the administration a clear focus regarding common organizational goals.  Each department within the District utilizes the Results Policies and Executive Limitations to guide priorities, actions and initiatives.  The administration is committed to addressing the integrity and positive image of the District, its leaders and staff via its policies, procedures and practices.

7. Fail to honor the terms of consultation agreements with staff.

In Compliance

Policy DGB (LOCAL) states:  “The purpose of consultation is to set forth a recognized process whereby the Consultation Agent, the Board, and the Superintendent may work together in developing educational policies and communication procedures.”  To that end the Administration and Education Austin create and ensure that all staff abides by all written agreements.  Written agreements between the parties have been posted for the past three years on the AISD intranet website.

(Refer to http://aisdweb/hrconsult/agreement/index.phtml to view all Consultation Agreements).

8. Fail to provide staff with an opportunity to become familiar with the provisions of this policy.

In Compliance

As part of the overall initiative to make district staff more familiar with Policy Governance in general and executive limitation specifically, all principals and supervisors were provided a three phase training program that contained, among other information, selected “EL’s” that were most relevant to the employees.  This information was provided in November 2003, with the expectation that all staff would be trained by February 2004.

A Reference Guide to Governance Policies has been developed and shared with all CAC employees as a resource for cross-referencing governance policies with the work of the administration and Board. This will be a working document and will be revised accordingly.  All Governance Policies, and an overview of the Policy Governance model, are maintained and posted on the AISD Website.  Additionally, Board Meeting Agendas include references to the appropriate governance policies for each agenda item.

The administration’s efforts to ensure that employees are informed of specific elements of provisions of EL-4 include posting District Personnel Policies (Section D) on the AISD Website.  The administration has also distributed the AISD Employee Handbook and Addendum to all employees, and makes them available on the AISD intranet for internal access by all employees.  The AISD Employee Handbook and Addendum contain information relevant to many provisions of EL-4, including employee Code of Conduct, mediation and grievance procedures, evaluation, confidentiality, sexual harassment, and discrimination.

(Refer to Attachment #5 to view the Reference Guide to Governance Policies).

(Refer to http://www.austin.isd.tenet.edu/about/policy/boardgov/index.phtml to view Governance Policies).

(Refer to http://www.austin.isd.tenet.edu/about/policy/boardgov/index.phtml

 for an overview of the Policy Governance Model).

(Refer to http://www.tasb.org/policy/pol/private/227901/pol.cfm?toc=D&Build={ts%20'2004-03-30%2009:15:07 to view District Personnel Policies (Section D)).
