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Planning time shall consist of two and one-half hours each week during which teachess have no other assigned duties or
responsibilities other than individual {self-selected} planning for instruction. The two and one-half hours may be divided on a daily or
other basis. TSBOE RULE 0520-1-3-.03 (4}

PERSONNMEL FILES
Each teacher has the right, upon request, to review the contents of his/her own personne! file.

No material of derogatory nature will be ptaced in the central office personnel file of a teacher without the teacher’s prior
knowledge of the content of the material and the date of placement in the file. Upon request by the teacher, his/her response may
be attached to the material.

PERSONNEL INFORMATION

To ensure mailings are received and 1o allow for contact in emergencies, each employee shall keep address, telephone number, the
name and telephone number of an emergency contact, and any other pertinent data current with the department/school and within
ESS {Emplayee Self Service) at all times,

CRIMINAL HISTORY RECORD CHECK

Because of the strong commitment of the Board of Education to hiring practices that result in empioyment of individuais who pose
no known risk of physical, emotional or psychological harm to chiidren, the District will conduct thorough criminal background
checks {CBC) on all applicants prior to being hired,

Before a CBC can be conducted, individuals will be required to sign a release giving the District the right to conduct an investigation.
If, at any time, the CBC discloses any misrepresentation on the individual’s initial application or other employment related
documents, any felony conviction, or any misdemeanor convictions involving violence, theft, dishonesty, fraud, abuse, drugs or
sexual misconduct, a prospective employee will not be considered for employment and a current employee will be terminated.

BACKGROUND CHECKS

The District reserves the right to require any current employee to suppily a fingerprint sample and submit to a complete criminal
records check as set forth in the Criminal History Record Check policy, see Criminai History Record Check Policy. The cost of creating
the fingesprint sample will be borne by the District. Any empioyee who is required to supply a fingerprint sample and complete a
criminal records check as provided in this section will be sefected at random. The employee will be informed in writing that he/she
has been randomly selected far this check by the Chief Human Resources and Talent Division Officer or his/her designee, and the
employee will be given a specific daie by which to supply a fingerprint sample. An employee’s failure to comply with such a
requirement may be considered insubordination,

TEACHER DRESS

All teachers are expected to dress in a professional manner that inspires respect and serves as a role modeij for students. Itis
recognized that attire must also be appropriate for the teacher’s assignment, the needs of the students, and the physical needs of
the staff member. Ciothing should be modest and an appropriate size. it is understood that problems of teacher dress shall be
handled professionally between the education and his/her immediate supervisor®.

COST OF LOSS OR DAMAGE TO PERSONAL PROPERTY RESULTING FROM ASSAULT

Upon submission to the Chief Human Resources and Talent Division Officer adequate proof of the existence of, and damage to
personal property of a teacher as a resuit of an assault while the teacher is on duty on schaoaol property, the Board shall reimburse
said teacher for such damage or destruction, at replacement cost not to exceed fifteen hundred dollars {1500}, A teacher’s term of
duty is determined by the exact arrival and departure for assigned responsibilities. The report must be submitted within forty (40)
school days of the date of the damage.

SUBSTANCE ABUSE AND ALCOHOL AND DRUG FREE WORKPLACE
It is the policy of Metropolitan Nashville Public Schools to maintain a workplace that is free from the effects of drug and alcohal
abuse.

A. It is prohibited for any employee to use or possess illegal controlled substances on or off duty.

B. It is prohibited for any employee to use legal drugs in a manner which might interfere with the employee’s performance of duties,
C. Any employee found in violation of these provisions may be subject to disciplinary action.

D. Employees will be subject to testing for alcohol and controlied substances according to the specific techniques and procedures
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Any employee who believes that he/she is the victim of harassment or who witnesses harassment should report the harassment.
Employees may report harassment to any one or all of the following:

1. The empioyee’s supervisor;
The supervisor of the offending person;
The principal of the employee’s school or the head of the employee’s department;
The Director of Employee Relations, and/or;
The Title IX Coordinator:

6. Anyempioyee in a leadership role at MNPS.
Alfegations of employee-to-employee harassment shall be fully investigated by the principal, principal/designee or department head
of the school or department from which the allegation arose. Confidentiality of employees shall be maintained, to the extent
possible, during any investigation of alleged harassment. All ailegations of employee-to-employee harassment shall be forwarded to
the Human Capital Department. Employees found to have engaged in harassment shall be promptly and appropriateiy discipiined.
Disciplinary action may be taken up to and including dismissal,

LA

Aflegations of supervisor to employee harassment shall be fully investigated by the Human Capital Department and/or its designee,
Confidentiality of employees, inciuding supervisory employees, shall be maintained, to the extent possible, during any investigation
of alleged sexual harassment. Supervisory employees found to have engaged in harassment shall be promptly and appropriately
disciplined. Disciplinary action may be taken up to and including dismissal.

Supervisors are responsible for conducting activities within their area of responsibility in a manner that will ensure compliance with
this policy. Supervisors are responsible for ensuring that their staff persons are aware that there are procedures for investigating
reports of harassment,

Retaliation of any kind against an employee who, in good faith, reports a claim of harassment will not be tolerated. Any employee
found to have engaged in retaliation will be promptly and appropriately disciplined. Disciplinary action may be taken up to and
including dismissal.

ETHICS, CONFLICTS OF INTEREST AND ACCEPTANCE OF GIFTS

All Metropolitan Nashvilie Public Schoois {(MNPS} employees are required to abide by ali federal, state and iocal government laws.
MNPS employees must also maintain the highest level of honesty, integrity, and impartiality in their conduct as it relates to ethics,
conflicts of interests and the acceptance of gifts.

This ensures that all actions of, and work performed by, MNPS employees are transparent and ensures any actual or perceived
misconduct or conflict of interest will be avoided. Although certain behavior may not break any particular faw or may not be in
violation of any strict interpretation of the law, certain behavior is not acceptable by MNPS.

Persons Covered
This policy applies to all MNPS employees. All MNPS employees, officers and agents must comply with the standards described
herein and in any other additional MNPS documents pertaining to conflicts of interest and ethics.

Employee Responsibilities:

MNPS employees must avoid any action, whether or not specifically prohibited by this policy or departmental code of ethics, which
might result in or create the appearance of:

s  Using their position in MNPS for private gain;

s Providing preferential treatment to any person or business entity;

+ Discriminating against any person or business entity;

» A lack of sobriety or placing one’s self in a compromising or unseemly situation;

*  Losing the ability to make decisions that are independent and impartial;

+ Making a decision that does not follow approved guidelines and that is not in the best interest of MNPS;

»  Affecting adversely the confidence of the public in the integrity of MNPS; and/or

* Reducing the operational efficiencies or economies of MNPS.

Each employee is responsibie for the maintenance, integrity and accuracy of MNPS documents and records in order o comply with
all regulatory and legal requirements and also to ensure records are availabie to support MNPS business practices and actions.

Questions on Interpretation of this Policy
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not to make any improper salary deductions based an variations in quantity or guality of work done. Any salaried exempt
employee who believes that an improper deduction was made from his/her salary may file a written complaint with Human
Resaurces over such deduction. Human Resources will conduct an investigation into the deduction to determine if it was improper.
If it is found that the deduction was improper, the amount of the deduction will be reimbursed to the employee as soon as
possible and MNPS will ensure that such deduction is not made in the future from any exempt employee’s salary.

Qverpayment, Refer ta the Fiscal Management Palicy and Procedure.

S oo )i

Anna Shepherd, Chair Erick Huth, MNEA President Date
Metropolitan Nashville Board of Public Education MNEA

Shawn Joseph, D
Metropolitan Nashville\Public Schools
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