


As a Policy Services subscriber,
ASBA member districts receive:
 The ASBA Model Policy Manual ©
 Copyrighted Policy Advisories
 Access to on-call experts
 Online hosting of the district policy manual
 District policy manual reviews
 Policy amendment assistance
 Access to optional Employee Handbook Service

Comprehensive

Cost Effective

Compliance Based

Customized





Policies are global statements by the governing board of 
expectations and requirements for the smooth and effective 
governance, management and operations of the school district.

They can be:
 Mandatory (shall or must)
 Permissive (may or can)
 Restrictive (shall not or cannot)
 Combinations of some or all of the above

Policies become official only after the governing 
board has adopted them at one of its meetings.



District policies apply to:
The governing board
The community
The superintendent
All employees and students

All for the smooth and effective governance, 
management and operations of the school district.









 Letter from the Superintendent
 District Vision and Mission

 District Administration
 District Map

 Yearly Calendar



 Governing Board Members
 Governing Board Policy Manual



 Personnel Policies
 Assignments and Responsibilities
 Assistance Programs
 Conflict of Interest
 Drug Free Workplace
 Nondiscrimination/Equal Opportunity/Harassment
 Resignation/Retirement
 Staff Ethics and Conduct
 Use of Physical Force 



 Compensation
 Involuntary Deductions
 Voluntary Deductions
 Employee Benefits
 Such as sick, vacation, maternity, personal leave, jury 

duty, military leave, etc.



D. Employee Benefits 

1.  Bereavement Leave:  An employee may be granted, upon request to 
the ____________, up to ______(___) days of leave per year, with pay, to 
be used in the event of death in the employee's family as defined in Policy 
GCCA. 
Extensions of bereavement leave may be granted upon personal request 
to the ____________. If approved, all such extensions of bereavement 
leave shall be deducted from the employee's accrued sick leave. 
In the absence of any accumulated sick leave, and upon request, the 
Superintendent may approve an unpaid leave of absence for each day of 
extended bereavement leave used.



 Teachers
 Support Staff
 Administrators



A. Appropriate Work Attire
B. Arrangements for a Substitute 

Teacher
C. Certification
D. Child Abuse Reporting
E. Communication with Students 

and Parents
F. Conduct with Students
G. Copyright Compliance
H. Curriculum/Lesson Plans
I. District Keys
J. District Vehicles
K. Emergency Procedures
L. Employee Discipline

1. Professional Staff
2. Support Staff

M. Employee Grievances
N. Employment Outside the 

District
O. Drugs/Alcohol
P. Identification Badges
Q. Participation in Political 

Activities
R. Personal Property
S. Physical Restraint/Seclusion
T. Prohibited Personnel Practices
U. Public Records
V. Purchasing Procedures
W. Receipt of Legal Papers or 

Threats of Litigation
X. Smoking/Tobacco 

Y.  Staff Meetings
Z.  Use of District 
Equipment/Property
AA. Weapons



 Attendance
 Cell Phone
 Ceremonies and Observations
 Release Time for Religious Instruction
 Student Evaluation and Grading
 Special Instructional Programs
 Students 504 Plans
 Student Rights
 Student Conduct, Rules and Discipline
 Supervision of Students





Complimentary for New and Renewing Policy Services Subscribers



3. ASBA Revision and Update of Template – ASBA will notify subscribers of template changes due to model policy updates.  It is the 
District’s responsibility to evaluate changes and updates, and make any adjustments to the model template’s language to ensure the 
Employee Handbook is aligned with the District’s policies and practices.



7. Payment to ASBA – This service is complimentary for new and renewing Policy Service subscribers. 



Lynne Bondi
Policy Analyst

lbondi@azsba.org 
602-254-1100 Ext. 101 

mailto:lbondi@azsba.org
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