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INTRODUCTION 
 
This handbook has been prepared to provide Cullman County Board of Education (CCBOE) employees 
with an overview of the district’s policies and procedures affecting its employees.  This is not a contract 
and is not intended to be a contract.  This handbook is not intended to be comprehensive or to address 
all the possible applications of or exceptions to the general policies and procedures described.  For that 
reason, if the employee has any questions concerning eligibility for a particular benefit or the 
applicability of a specific policy or practice, the employee should refer to the Cullman County 
Commission on Education Board Policy Manual or address specific questions to the Human Resources 
Department.   
 
This handbook does not confer any contractual rights, either expressed or implied, to remain in the 
school system's employ, nor does it guarantee any fixed terms and conditions of employment.  Except as 
may otherwise be provided or required by law, by contract or by the specific terms of the appointment, 
all CCBOE personnel are deemed “at-will” employees and may be terminated, demoted, reassigned, 
suspended or disciplined with or without pay, with reduced pay and with or without cause.   No 
supervisor or other representative of CCBOE (except the Board of Education) has the authority to enter 
into any agreement for employment for any specified period of time or to make any agreement contrary 
to the above.  
 
The procedures, practices, policies, and benefits described here may be modified or discontinued from 
time to time.  CCBOE will endeavor to inform employees of any changes as they occur. 
 
This document supplements the Cullman County Commission on Education Board Policy Manual 
approved by the Cullman County Board of Education.  All employees must read the Board Policy 
Manual to know and understand the policies of the system.  The Board Policy Manual is located at all 
schools/centers or on the CCBOE website at www.ccboe.org.  In the event an actual or perceived 
conflict arises between the language contained in the Board Policy Manual and this document, the 
Board Policy prevails.  
 
MISSION:  The mission of Cullman County Schools, an educational organization with active community 
involvement, is to guarantee student success through quality educational opportunities that provide 
challenging academic and extra-curricular activities.  
 
VISION:                                                                                                                  

 
 

http://www.ccboe.org/
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Equal Employment Opportunity 
The Cullman County Board of Education (CCBOE) is an equal opportunity employer.  Personnel actions 
and decisions will be made without regard to factors or considerations prohibited by federal or state 
law, including but not limited to race, gender, age, disability, national origin, citizenship, and religious 
preference.  Complaints or inquiries regarding compliance with state and federal equal opportunity 
employment laws should be directed to the Cullman County Board of Education Central Office at 402 
Arnold Street N.E., Cullman, AL 35055 (256-734-2933).  
Refer to Board Policy 5.13.  
 
Americans with Disabilities 
Employees who believe that they have been discriminated against on the basis of disability in 
employment actions covered by Title I and Title II of the Americans with Disabilities Act (ADA) may file a 
written complaint through the ADA.  The ADA complaint form can be obtained at 
www.ada.gov/filing_complaint.htm  
Refer to Board Policy 4.6.5. 
 
Grievances 
Employees who have complaints and/or become concerned in grievance matters are urged to work 
together constructively and to resolve their disagreements.  Complaints and grievances which may arise 
from time to time should be resolved at the lowest possible level that provides equitable and 
satisfactory solutions.  The goal is to create a professional working environment.  Employees who have a 
grievance should refer to the CCBOE Grievance Procedures.  See Appendix A. 
Refer to Board Policy 4.6.  
 
Sexual Harassment  
CCBOE does not tolerate sexual harassment from employees or other persons associated with CCBOE.  
Employees who believe that they have been or are being subjected to any form of sexual harassment 
should follow the Employee Complaint Resolution Procedures outlined in Board Policy 5.14.3.  The 
Superintendent has designated a Title IX designee to whom formal complaints can be reported in 
his/her absence or is the subject of the complaint.   
Refer to Board Policy 5.14.3. 
 

EMPLOYMENT 
 
The Board shall make the final decision to employ, transfer or promote personnel based upon the 
Superintendent’s recommendations. 
Refer to Board Policy 5.1 and 5.2. 
 
Alabama Law requires each employee to be fingerprinted for a criminal history background check 
through the Alabama Bureau of Investigation and the Federal Bureau of Investigation.  Each employee 
must successfully pass a background check prior to starting work for CCBOE.  The Alabama State 
Department of Education requires the fingerprinting/background check to be completed online via 
Gemalto Cogent, Inc. 
 

http://www.ada.gov/filing_complaint.htm
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All CCBOE employees are required to complete yearly mandated compliance components through 
TalentEd Records, the online records management system.     
 
In accordance with the Alabama Ethics Law, CCBOE employees who earn $75,000.00 or more annually 
and/or serve as a supervisor must complete and file a Statement of Economic Interests Form by April 
30 of each year.  All newly hired employees in this capacity must complete the on-line Ethics Video 
Training within 90 days of their hire date.  The training is provided through the ethics website at 
www.ethics.alabama.gov.  Employees must provide a copy of the certificate of completion to Human 
Resources, Cullman County Board of Education, Central Office, 402 Arnold Street N.E., Cullman, AL 
35055. 
 
General Requirements 
Employees have a duty to perform their jobs responsibly and in a conscientious manner.  Employees are 
expected to meet the general performance and service standards in addition to any specific job 
description requirements.  Teachers and classified employees will comply with established work 
schedules. 
Refer to Board Policy 5.1. 
 

Professional Certification and Procedures 
In addition to requirements established by the State Board of Education and the pertinent job 
description, certified employees must hold a degree from an accredited college or university, as well as 
a current, valid, and properly endorsed Alabama Teacher's Certificate.  A teaching certificate identifies 
the area of certification and highest degree recognized by the SDE and must be renewed every five 
years. The certification will lapse if not renewed prior to its expiration date.  A teacher, who has 
completed the certification process, but has not received their certificate, may be employed contingent 
upon verification of certification from the State Department of Education. Refer to Board Policy 5.5.  
Refer to Alabama State Department of Education Website 
https://www.alsde.edu/sec/ec/Pages/home.aspx 
 
Renewal Process 
Identify the valid dates for your current certification. Go to the website: 
https://tcert.alsde.edu/portal/public/pages/searchcerts.aspx and enter your personal information. 
Identify the valid dates for your certificate. Log in to your PowerSchool (Unified Talent) PL account.  Click 
on the “Transcript” tab. You will need to enter dates to filter your PD to identify eligible PD credit hours 
for Certificate renewal.  Your beginning date is the date your certificate was issued. Enter this date in the 
“Section End Date From” box.  The “Section End Date To” box may be left blank. Click on “Search”.  
Scroll down to the bottom of the screen.  Total number of earned PD hours will appear in the box at 
bottom left of screen. Make sure you have earned (or are on track to earn) the appropriate number of 
PD credits hours (or PLU’s) to renew your teaching certificate prior to June 30 of the year your certificate 
will expire. Human Resources will notify all teachers whose certificate will be up for renewal. 
Notification will be through email at the beginning of the school year. Teachers will receive various 
documents to review and ensure accuracy in early January of the year their certificate will expire. 
Documentation will include: Supplemental EXP, CIT form, and copy of PowerSchool (Unified Talent) PL 
transcript. Certificate renewal will be addressed utilizing the Online Portal. Payment for certificate 
renewal can be made in one of two ways: online payment or cashier’s check /money order made 
payable to the SDE. Teacher will receive an electronic copy of the teacher certificate.  HR recommends 
saving a copy of the teacher certificate to your computer as well as printing a hard copy of the certificate 

http://www.ethics.alabama.gov/
https://www.alsde.edu/sec/ec/Pages/home.aspx
https://tcert.alsde.edu/portal/public/pages/searchcerts.aspx
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for personal reference.  
 
Earning PD credit hours/ PLU’s  
PD credit hours can be earned through your local school, at the District level, and through ASUIC (In-
service Center) or the State Department of Education.  Registration for these sessions can be found by 
searching PD titles in PowerSchool PL (Unified Talent).  The institution that offers the PD session will 
award PD credit. PD credit hours (CEU’s) can also be earned through the e-Learning website: 
http://elearning.alsde.edu . 
 
Earning a Higher Degree 
Employees will need to speak with the certification officer at an Alabama College/University about 
completing requirements of their state-approved educator preparation program. Earning a higher degree 
does not always result in an increase of pay. If your goal is the earn more money contact Human Resources 
to confirm the degree will result in a salary increase. More information about earning a higher degree can 
be found here:  www.alsde.edu/edcert . 
 
Time Clock Procedures and Contract Days 
Employees are to use TES to record work attendance. Employees can access the TES time clock through 
ClassLink. You may download the TES login to your smartphone, but you are required to be logged in to 
the CCBOE network to access the time clock.  The employee’s Principal or Supervisor is responsible for 
approving hours worked.  Employees must begin work immediately after clocking in.  Hours worked are 
submitted to payroll on a monthly basis.  Compensation may be withheld pending the employee’s 
timely, accurate and complete submission of all required records, data, and reports.  Employees are not 
to record time for other employees. Clocking in/ out for another employee may result in disciplinary 
action up to termination of employment.  
 
In compliance with the Fair Labor Standards Act, non-exempt employees are required to clock-in and 
clock-out for their work shift and lunch.  All exempt employees are required to clock in.  Vacation, sick 
and personal days must be recorded in Etrieve by employees.  Any exemptions to this must be approved 
by the superintendent. 
Refer to Board Policies 3.10.3 and 5.9. 
 
CCBOE Employee Contract Days are defined for all employees in Appendix B. * 
 
* Because the contract start and ending dates may vary from school year to school year, the contract 
dates may be viewed at www.ccboe.org, under Central Office – Departments - Human Resources - Forms 
and Documents - 2020-2021 Cullman County Schools Contract Dates. 
 
Probationary and Tenure 
All CCBOE regular full-time employees, except the Superintendent, Contract/Probationary Principals and 
Chief School Financial Officer, are considered probationary upon hire and may be eligible to obtain 
tenure or non-probationary status based on the Students First Act. An employee gains protection in 
his/her status as a tenured teacher or non-probationary classified employee.  This provides for certain 
due process rights in the event transfer, suspension or termination are proposed.  However, he/she 
does not gain protection in a specific position, rank, work site or location, assignment, title, or rate of 
compensation.  Ala. Code §16-24C-4(3)(c)  
 

http://elearning.alsde.edu/
http://www.alsde.edu/edcert
http://www.ccboe.org/
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A teacher gains tenure after completing three complete, consecutive school years of full-time 
employment as a teacher with the same employer.  A probationary teacher does not gain tenure if 
he/she receives notice of termination before the last day of his/her third complete school year of 
employment. Ala. Code §16-24C-4(1) 
 
A classified employee gains non-probationary status after completing three complete, consecutive 
school years of full-time employment with the same employer.  A probationary classified employee does 
not gain non-probationary status if he/she is given notice of termination before June 15 of his/her third 
year of employment (or June 30 during the first year of the legislative quadrennium (2015, 2019, etc.). 
Ala. Code §16-24-C-4(2) 
 
The term “school year” is defined as the period beginning with the first day of the school term and 
ending with the last day of that term on which teachers are required to report for duty as dictated by 
the local board. A school year is deemed “complete” if the employee is hired or rehired before October 
1 of that school year. Ala. Code §16-24C-3(7) and Ala. Code §16-24C-4(3)(a) 
Refer to Board Policy 5.3 and Students First Act (Second Edition 2016) 
 
Job Postings  
CCBOE posts personnel positions using TeachInAlabama, the Alabama State Department of Education 
administered online job posting website.  Applicants have the opportunity to apply for CCBOE positions, 
for which they qualify, through TeachInAlabama.  Job postings can be viewed on the CCBOE website 
https://www.ccboe.org/central_office/departments/human_resources/jobs.   
Refer to Board Policy 5.2.  
 
Employee Reassignment and/or Transfer – Voluntary/Involuntary  
There is no limitation on when an employee can voluntarily transfer or be reassigned. Any reassignment 
or transfer not specifically described by the Students First Act can be pursued at any time based on the 
superintendent’s recommendation and the board’s approval as long as the employee is qualified for the 
position.  
Refer to Ala. Code §16-24C-7 and Students First Act (Second Edition 2016) 
 
Employee Evaluations 
Employee evaluation is a continuous process to assist employees in their job performance, emphasizing 
praise for excellence and suggestions for improvement.   
Certified Personnel- certified employees (other than contract principals) will be evaluated according to 
the requirements of the Alabama State Department of Education.  Contract Principals will be evaluated 
in accordance with rules, regulations and requirements promulgated by the State Department of 
Education or as may otherwise be permitted by law.  
Classified Personnel- will be evaluated in accordance with criteria and procedures developed by the 
Superintendent. 
Refer to Board Policy 5.8. 
 
Personnel Records 
The Human Resources Department is responsible for maintaining all personnel files.  It is the 
employee’s responsibility to immediately make any changes through their Employee Self Service (ESS) 

https://www.ccboe.org/central_office/departments/human_resources/jobs
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Account.  Changes include name, address, contact numbers, W-4 and A-4 deductions and direct 
deposit account information.  (RSA, PEEHIP and RSA-1 should also notified.)   
 
Complete personnel records on all employees are maintained by the Human Resources Department.  
Any employee who wishes to view their personnel file should schedule an appointment and must 
provide proof of identification. 
Refer to Board Policy 5.9. 
 
Reduction-in-Force 
If a reduction in force is necessary, CCBOE will follow the policy and guidelines outlined in the Board 
Policy. 
Refer to Board Policy 5.15. 

 
COMPENSATION 
 
It is a requirement of CCBOE that all paychecks be direct deposited.  Employees may deposit funds to 
either a savings or checking account at their bank of choice.  Information regarding direct deposit 
enrollment form is available in their Employee Self Service (ESS) Account. 
 
A statement of earnings is made available online each pay period to employees indicating gross pay, 
statutory deductions, and voluntary deductions.  It is the employee’s obligation and responsibility to 
verify the correctness of compensation and to notify the Payroll Department immediately if his/her 
salary is incorrect. 
 
Minimum Wage and Overtime Compensatory Time 
In compliance with the Fair Labor Standards Act (FLSA), the Board will pay required minimum hourly 
wages and overtime to all employees who are not exempt employees under the FLSA.  A request for 
approval to work overtime should be submitted to the employee’s immediate supervisor.  Overtime is 
discouraged due to budgetary restraints and should always be kept to a minimum.  Any abuse of 
overtime, misuse of overtime, or misrepresentation of hours worked may result in disciplinary action or 
dismissal. 
Refer to CCOBE Policy 3.10.5 and 3.10.6. 
 
Work Verification Procedures 
Official verification of prior teaching experience submitted for review to determine placement on the 
salary schedule must be received within 30 days of the employees first day of work.  It is the employee's 
responsibility to request/obtain official work experience from prior employers. All submission of 
official verification of prior work experience must meet CCBOE guidelines in order to receive credit. 

 
TIME OFF/ LEAVE OF ABSENCE 
 
Employees are expected at work on all scheduled work days and during all scheduled work hours and to 
report to work on time.   
Refer to Board Policy 5.10. 
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Absences 
In the case of unforeseen absence or tardiness, an employee shall give immediate notification, not later 
than one hour before his/her scheduled starting time, to the Principal, Assistant Principal or immediate 
Supervisor when it is necessary to be absent from work for unscheduled leave.   
 
Any Cullman County School System employee who is found willfully absent from duty without leave may 
be subject to dismissal from employment per the guidelines of Alabama State Law and shall forfeit 
compensation for the time of the unauthorized absence.  
Refer to Board Policy 5.10.2. 
 
Substitutes 
If a substitute is required for your position, you will need to log in to Frontline. Frontline Substitute 
Procedures: Log in to the absence management website, create an absence tab in the home page, 
simply choose the day(s) you will be absent.  Also enter absence details and operational details and save 
the absence. The absence will then show up on the “Scheduled Absence” tab. Refer to Frontline Process 
and Procedures. Refer to Board Policies 5.1.2. 
 
Paid Leave 
Employees will accumulate and be paid sick leave, personal leave and vacation as outlined in Board 
Policy.  Personal leave and vacation requests should be made as far in advance as possible by submitting 
a leave request form on Etrieve to the appropriate Supervisor or Principal.  
Refer to Board Policies 5.10.3, 5.10.5 and 5.10.6. 
 
On-The-Job Injury Leave Procedures 
On-the-job injury includes an accident or injury to an employee that occurs in the course of performing 
job duties for the Board or when the employee is directed or requested by the employer to be on the 
property of the employer and which prevents the employee from working or returning to the job.   
 
Employees must follow these guidelines upon occurrence of on-the-job injuries: Report the injury 
immediately to the appropriate Supervisor or Principal. The employee must complete an accident On-
the-Job Injury (form found in Talent Ed- under blank forms) form within 24 hours of the injury and the 
form should be given to the principal or department head.  Depending on the severity of the injury, the 
employee may need the Physician’s Certification Form and the Request for Continuation of Salary due to 
an On-the-Job Injury.  If the injured employee is not able to notify the Board, another person reasonably 
knowledgeable about the employee’s condition and circumstances leading to the injury may provide the 
required notification.  
If the injury requires medical treatment, the employee must have a physician complete the Physician’s 
Certification Form.  If the injury requires an absence from work, the employee should attach medical 
documentation to the Physician Certification Form.  If the employee is unable to work due to the injury, 
the employee should complete the first section of the Continuation of Salary Form and have his/her 
Principal or Executive Council Member complete the second section.  Completed paperwork must be 
returned to the Payroll Manager.  Employees are paid “on-the-job injury” leave without using sick days 
for up to 90 days per approved incident. Refer to Board Policy 5.10.4  
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School Closings 
The Superintendent is authorized to close schools if such action is warranted by weather conditions or 
other circumstances that pose a risk to the safety and welfare of student and employees, or that render 
meaningful instruction impossible (e.g., loss of power or other utility services). 
 
To the extent not provided for in the school calendar, any days lost by reasons of an emergency closing 
will be made up and a revised school calendar approved, if necessary, to reflect any extension or 
adjustment of the school year required by such action, unless approval to waive the days is obtained in 
accordance with state law. 
Refer to Board Policies 4.8.1 and 4.8.2 
 
Professional Leave 
The Superintendent is authorized to grant professional leave with pay to CCBOE employees to engage in 
educational activities which, in the judgment of the Superintendent, serves the needs and interests of 
the school system.  The number of days approved for such leave will be at the discretion of the 
Superintendent; provided, however, that any such leave exceeding five (5) days in a scholastic year must 
be approved by the Superintendent. 
Refer to Board Policy 5.10.7. 
 
Military Leave 
Military leave is available to all eligible employees in accordance with state and federal law.  At the 
conclusion of the leave, employees generally have the right to return to the same position held prior to 
the leave or to positions with equivalent seniority, pay and benefits.  Employees must notify their 
Supervisor and the Payroll Manager as soon as they are aware of the military obligation. 
Refer to Board Policy 5.10.8. 
 
Court Leave 
A leave of absence for jury duty will be granted with pay to any regular, full-time employee who has 
been notified to serve.  An employee on jury duty is expected to report to work any day he/she is 
excused from jury duty.  Upon receipt of the notice to serve on jury duty, the employee should 
immediately notify his/her supervisor.  Additionally, a copy of the notice to serve on jury duty should be 
attached to the employee's attendance record for attendance purposes, along with documents verifying 
said dates of employee’s attendance in court for jury duty. 
 
Employees involved in legal proceedings whose presence is not requested or required by CCBOE or 
Superintendent, must take personal leave, vacation and/or leave without pay, whichever is appropriate.  
Refer to Board Policy 5.10.9. 
 
Unpaid Study Leave 
Upon written application by the employee, the Board may provide an unpaid leave of absence for up to 
one year to pursue study or professional growth opportunities.  Except as provided to the contrary by 
applicable law, the employee shall not be entitled to return to the same position held before the 
commencement of leave and may be assigned to a different work location or position upon return from 
leave at the discretion of the Board. Refer to Board Policy 5.10.10. 
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Other Unpaid Leave 
Employees may request other unpaid leave for substantial hardship or extraordinary circumstances.  A 
Leave of Absence Form and a written statement for request must be submitted to Human Resources for 
review before being approved by the Board. Human Resources will notify the Payroll Manager if 
approved. Refer to Board Policy 5.10. 
 
Family and Medical Leave Act (FMLA)  
Employees, who meet the eligibility requirements listed in Board Policy 5.11.1, may request FMLA.  
Leave may be requested for the birth and first year care of a newborn child, the placement of a foster 
child or adoption, for the employee’s own serious health condition or for the care of an immediate 
family member with a serious health condition.  Additionally, employees may request FMLA leave to 
manage family affairs resulting from an impending call or order to covered active duty or care for a 
covered military service member as provided by the Act.  Employees must complete the required forms 
and submit it to Human Resources along with any required supporting documentation.   
 
Employees seeking leave under the FMLA must provide thirty (30) days advance notice of the need to 
take leave when the need is foreseeable.  When the need for leave is unforeseeable, employees should 
notify the appropriate Principal or Supervisor as soon as possible.   
Refer to Board Policy 5.11. 
 
Sick Leave 
Persons Eligible for Paid Sick Leave- all regular full time employees are eligible for paid sick leave. All 
eligible employees earn sick leave days at the rate provided for in state law. Eligible employees may 
accumulate sick leave as provided by state law. Eligible employees may only use paid sick leave for 
absences caused by the following: Personal illness,  Incapacitating personal injury, Attendance upon an 
ill member of the employee’s immediate family, defined as a spouse, parent, child, sibling or any person 
with a close personal tie. Death of a family member including a spouse, parent, child, sibling, mother or 
father-in-law, son or daughter-in-law, brother or sister-in-law, nephew or niece, grandparent, 
grandchild, aunt or uncle. Death or care of an individual with whom usually strong personal ties exist 
because of a relationship other than those listed above. Refer to Board Policy 5.10. 
 
Sick Leave Bank 
A Sick Leave Bank plan for full-time certified and classified employees has been established in 
accordance with applicable provisions of state law.  A Sick Leave Bank Committee will be established to 
oversee the operations of the Sick Leave Bank in accordance with state law.  Participation in the Sick 
Leave Bank is voluntary and open to all full-time employees of the CCBOE.  Participating employees shall 
deposit three personal sick leave days.  When a participating employee has exhausted all other leave, 
the employee can borrow up to 13 sick leave days from the Sick Leave Bank.  Employees, who wish to 
participate in the Sick Leave Bank, must complete the Authorization for Sick Leave Bank Participation 
and Withdrawal Form.  Additionally, employees are subject to the guidelines developed by the Sick 
Leave Bank Committee.  (Enrollment in the sick leave bank shall be open at the beginning of each school 
year until the 15th of September or at the time they are employed.) Refer to Board Policy 5.12. 
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Catastrophic Leave 
Catastrophic Leave Plan is for a full-time certified and classified employee. They MUST be a member of 
the Sick Leave Bank to donate or receive days for catastrophic illness as recognized and defined by the 
State Department of Education (any illness or injury so certified by a licensed physician which causes the 
employee to be absent from work for an extended period of time). Extended period of time will be 
determined on a case by case basis by the Board for which the beneficiary employee works. Sick leave 
days may be donated to a beneficiary employee to be used for the same reason that regular sick leave 
may be used for illness/ injury. Employee must have exhausted all available leave before sick leave days 
for catastrophic illness can be donated to him/her. Employee may earn regular sick leave while on 
catastrophic leave donated by others. Employee who donates sick leave days to the Sick Leave Bank for 
a particular employee suffering from catastrophic illness may not recover donated days. However, if the 
receiving employee does not use all the days, they will be returned to the donating employees on a pro 
rata basis.  No employee may donate more than 30 sick leave days for catastrophic leave of one 
employee. No employee may receive more than 90 days of sick leave during any 12 month period 
commencing with the use of the first donated day. A Statement of Qualification for catastrophic illness 
must be completed and sent to the Human Resources Department to be approved by the Sick Leave 
Bank Committee prior to receipt/use of donated days. A sick leave bank is authorized to donate sick 
leave days to another sick leave bank for use by a particular employee who is suffering a catastrophic 
illness (example: between other school systems). Refer to Board Policy 5.14.5 
 

WORK RULES 
 
Conflicts of Interest 
Close relatives, partners, those in a dating relationship, or members of the same household are not 
permitted to be in positions that have a reporting responsibility to each other.  Close relatives are 
defined as husband, wife, domestic partner, father, mother, father-in-law, mother-in law, grandfather, 
grandmother, son, son-in-law, daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, 
brother-in-law, sister-in-law, step relatives, cousins and domestic partner relatives.  
 
If employees begin a dating relationship or become relatives, partners or members of the same 
household and if one party is in a supervisory position, that person is required to inform the 
Superintendent or the Human Resources Department of the relationship.  
 
Employees may not use their offices or positions for personal gain to themselves or their family 
members and must adhere to applicable provisions of the Alabama Ethics Law.  Before engaging in any 
activity, transaction or relationship that might give rise to a conflict of interest, employees must seek 
review from their supervisor or the Human Resources Department. 
Refer to Board Policies 5.2.5 and 5.6. 
 
Employee Gifts 
Employees may accept gifts from students or other members of the public if the gifts are in accordance 
with the Alabama Ethics law or other pertinent state and federal laws.   
 
Employees may accept gifts or gift cards purchased from pooled donations within a class, team or other 
school organization for the employee’s personal use provided that the amount that each person gives 
does not exceed twenty-five dollars ($25.00) and that the contribution to the pool does not result in the 
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donor’s exceeding the aggregate amount of allowable gifts for that year. 
Refer to Board Policy 5.7 and the Ala. Code §36-25-1 
 
Personnel Searches 
CCBOE reserves the right to search CCBOE property.  Employees on CCBOE property or at school events 
may be searched should there be reasonable suspicion that there exists a violation of Board Policy or an 
item or substance that could create harm or injury to the school or workplace. 
Refer to Board Policy 5.18. 
 

Safety 
Maintaining a safe work environment requires the continuous cooperation of all employees.  CCBOE 
holds all employees accountable for working in a safe manner and for communicating unsafe acts and 
conditions to their supervisor.  Employees are not authorized to perform safety-sensitive tasks for which 
they have not been trained.  All employees are required to adhere to the Safety Guidelines in Appendix 
C.  Employees who violate CCBOE Safety Guidelines are subject to appropriate disciplinary action.  Refer 
to Board Policy 7.8.3. 
 
Safe School Policy (Drugs, Alcohol, Tobacco and Weapons) 
Employees must not bring firearms, weapons, illegal drugs, alcohol or tobacco in a school building, on 
school grounds, on CCBOE property, on school buses or at school-sponsored functions. The penalties are 
outlined in Board Policy. 
Refer to Board Policy 4.2. 
 
Drug and Alcohol Free Environment 
CCBOE requires a drug and alcohol free environment.   
Refer to Board Policy 4.2.3 and 4.2.6. 
 
Drug and Alcohol Testing 
CCBOE will conduct employee drug and alcohol testing for covered employees as required by and in 
accordance with federal law.  Covered employees include all employees who drive a school-system 
owned vehicle or who are identified in the Board’s procedures.  The Superintendent is directed to 
establish a testing program whereby all covered employees will be tested for the presence of alcohol 
and controlled substances.  
Refer to Board Policy 5.17. 
 
Internet Safety and Use of Technology  
All employees agree to abide by all Board policies, rules and regulations regarding technology use by 
signing an Acceptable Use Agreement each year. This documentation is maintained in TalentED Records 
in the Compliance Reporting Folder.  Employees who violate any Board policy, rule or regulation 
regarding technology use may be denied use of the Board’s technology resources and may be subject to 
additional disciplinary action. 
Refer to Board Policy 4.9. 
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Political Activity  
Board employees may participate in political activities to the full extent permitted by the United States 
Constitution and federal and state laws securing the right to engage in such activities, subject to the 
restrictions set forth in Board Policy 4.11. 
Refer to Board Policy 4.11 

 
BENEFITS 
 
CCBOE offers a variety of employee benefit programs for qualified employees working twenty (20) hours 
or more per week.  These benefits may include Hospital/Medical Insurance, Supplemental Insurance 
(e.g. Dental, Vision, Cancer and Hospital Indemnity), Life Insurance, Long Term Disability, and 
Retirement Plans.) 
 
New employees have 30 days after employment to enroll in any of the plans.  During open enrollment, 
employees may enroll in or change plans and add or drop eligible dependents from coverage.  For 
details regarding benefit plans, programs, PEEHIP,  and important deadlines, please refer to the RSA 
website. www.RSA-al.gov  

 
LEAVING CULLMAN COUNTY BOARD OF EDUCATION 
 
Retirement 
Employees considering retirement must contact the Teacher Retirement System (TRS) to verify 
eligibility. Retirement Preparation Seminar must be done within five years of retirement eligibility.  Tier 
1 (Hire date prior to 2013)- regular members contribute 7.5% of earnable compensation. Tier 1 
members may collect benefits after 25 years of service credit, at any age or at age 60 with at least 10 
years of service credit.  Tier 2 (hire date on or after January 1, 2013)- regular members contribute 6.0% 
of earnable compensation. Tier 2 members may collect benefits at age 62 with at least 10 years of 
service credit. The employee must contact the Human Resource Department located at Cullman 
County Board of Education Central Office, 402 Arnold Street N.E., Cullman, AL 35055, to complete 
necessary paperwork to submit a retirement application to RSA no less than 30 days but no more than 
90 days prior to retirement date, in order to avoid missing a paycheck. Employees must indicate the 
decision to retire by completing/submitting the Resignation Form and Employee Exit Procedures to their 
Supervisor or the Human Resources Department.   
 
 
Resignation 
In accordance with the Students First Act, no teacher (including all positions under the “teacher” 
umbrella) can resign his/her employment during the 30 day window before the first day of classes 
without the board’s consent.  Thereafter, the teacher may resign with thirty days’ notice.  Any teacher 
violating this provision may be subject to certificate suspension or revocation for unprofessional 
conduct.  Refer to Ala. Code §16-24C-11, as amended by Act 2018-83.  
 
CCBOE requests classified employees to provide a written two-week advance notice of resignation.   

http://www.rsa-al.gov/
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Each resigning employee must complete/submit the Resignation Form and Employee Exit Procedures to 
their Supervisor or the Human Resources Department.     
 
Accumulated vacation days will be forfeited if not used prior to the effective date of an employee’s 
resignation or retirement; provided that an employee who resigns or retires in good standing shall be 
compensated up to five (5) accumulated, unused vacation days at the employee’s then effective rate of 
pay.  Employees who are terminated for misconduct or who are not in good standing at the time of their 
separation from employment with the Board may not convert accumulated and unused vacation days to 
monetary compensation. 
Refer to the Students First Act (Second Edition 2016) 
 
Termination 
Refer to the Students First Act (Second Edition 2016) and Ala. Code §16-24C-5, §16-24C-6 and  
§16-24C-10.  
 

Exit Procedures 
An exiting employee of CCBOE must complete and submit the Exiting Employee Procedure prior to the 
employee's last day of employment to his/her Supervisor. The employee should arrange for the return 
of CCBOE property to his/her Supervisor according to the CCBOE Exit Procedures, which include, but are 
not limited to: 

● Employee Badge 
● Building / Room / Other keys 
● CCBOE-issued technology devices 
● Any additional CCBOE-owned or issued property 
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APPENDIX A - CCBOE GRIEVANCE PROCEDURES  
 
Informal Processing (Step 1) - An employee with a grievance may initiate this process in one of the 
following ways: 

● Discuss the problem with the immediate supervisor. 
● Present the problem to the representative and ask the representative to discuss the problem 

with the supervisor of the employee(s) having the grievance. 
● Ask the representative to accompany the grievant(s) in a discussion with the supervisor. 

 
If the employee feels the grievance is resolved at that meeting, or if no further action is needed, the 
matter is considered closed.  If the employee feels the grievance has not been resolved, the formal 
procedure may be utilized. 
 
Filing: If it becomes necessary to file a written grievance, the nature of the grievance situation 
determines the limitations on filing as described below: 
 
When the grievance arises from cumulative or continuing conditions, the grievance report form shall be 
filed within a reasonable time.  When the grievance arises from a specific event or incident, however, 
the grievance report form must be presented within ten (10) working days from the date of the event or 
incident giving rise to the grievance. 
 
Formal Processing (Steps 2 through 4) - In order to resolve grievances in the most appropriate fashion in 
the shortest period of time possible, each grievance should start at the most immediate level of 
administration (Step 1 in most cases) and progress to the next level until the matter is resolved. 
 
Step 2:  If the problem has not been resolved through the methods discussed in Step 1, the grievance 
report form shall be submitted to the supervisor for resolution.  The employee may elect to use a 
representative in presenting the written grievance to the employee’s supervisor.  After a written 
grievance has been reviewed by the supervisor, a written answer shall be given to the employee within 
two (2) working days. 
 
Step 3:  If the supervisor's written answer is unsatisfactory to the aggrieved employee, the grievance 
may then be referred to the Superintendent’s designee.  This must be done within five (5) working days 
from receipt of the answer from the supervisor.  The Superintendent’s designee will schedule a hearing 
with the employee, the representative and other appropriate employees of the school system and will 
provide a written answer to the aggrieved employee.  The total elapsed time between receipt of the 
grievance by the Superintendent’s designee and the provision of a written answer is not to exceed ten 
(10) working days. 
 
Step 4:  If the employee is still dissatisfied with the answer given, the grievance may then be referred to 
the Superintendent within five (5) working days of receipt of the designee’s decision.  The 
Superintendent shall conduct a grievance hearing and render a decision.  The total elapsed time 
between receipt of the grievance by the Superintendent and providing a written answer to the 
grievant(s) will not normally exceed ten (10) working days. 
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Records of Processing:  No reprisals of any kind shall be taken by the Administration against any 
employee because of the employee’s participation in this grievance procedure 

APPENDIX B - CCBOE CONTRACT DAYS 
 

CULLMAN COUNTY SCHOOLS 

CONTRACT DAYS 
  

  

CONTRACT TOTAL DAYS 

12 month                                                                                                                       
(all Principals; most Central Office staff; HS counselors; 

some Secretaries, Bookkeepers, Custodians & 
Vocational) 

240 days 

11 month                                                                                                                   
(some Secretaries & Bookkeepers) 222 days                                                           

10 month                                                                                                                     
(Some Vocational, Secretaries, Bookkeepers & 

Custodians) 
207 days                                                            

10 month                                                         
(some Secretaries, Bookkeepers & Custodians) 202 days                                                            

9.5 month                                                        
(Asst. Principals, some Secretaries & Bookkeepers) 197 days                                                            

9 month                                                            
(Teachers, Band Directors, Elem/Middle Counselors, 

Librarians) 
187 days                                                            

9 month (Fast Track)                                       187 days                                                                                   

Aides                                                                  182 days                                                            

Nurses                                                                183 days                                                            

Bus Drivers                                                       
(don't work institute - schedule their own) 183 days                                                               

Bus Aides                                                                          183 days                                                            

CNP Managers                                                   185 days                                                             

CNP Asst. Managers & Workers                                           184 days                                                                    
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*Yearly contract dates may be viewed at www.ccboe.org under Human Resources – Forms and Documents* 
  

APPENDIX C - CCBOE SAFETY RULES 
 

Proper Dress: Employees are required to wear appropriate work clothing.  Any loose fitting clothing, 
jewelry, or long hair is to be controlled in a manner suitable to eliminate risk of injury for the task being 
performed. 
 
Machine/Tool/Equipment Use: Employees are not permitted to operate any machine, tool, or 
equipment, including power tools and heavy equipment, unless authorized to do so. 
 
Personal Protective Equipment: Employees will wear or use personal protective equipment when 
required by the work or conditions.  Examples include, but are not limited to: safety glasses, face 
protection, boots, and gloves when appropriate. 
 
Hand Tools: Employees are to keep all hand tools in a safe operating condition.  Defective tools are not 
to be used under any circumstances.  CCBOE is committed to providing the best tools for the job.  It is 
the employee’s responsibility to maintain their tools and use them properly. 
 
 
Housekeeping: Employees must maintain good housekeeping and clean up after themselves.  Walking 
areas shall be kept clear of tripping hazards whenever possible.  Aisles, walkways, and stairways will be 
kept clear of debris and trash at all times.  If unable to clear a hazard, employees should notify the 
facility custodian for assistance. 
 
Employees are required to report all accidents and injuries to their supervisor immediately.  All 
employees will be provided care, first-aid, and emergency service as required for injuries or illnesses 
while on CCBOE premises.  Employees should contact their supervisor, the nearest supervisor, and/or 
911 in the event of an accident or emergency. 
 
If an employee is injured on the job, CCBOE provides coverage and protection in accordance with the 
State Employee Injury Compensation Trust Fund. It is important to know that CCBOE Health Insurance 
agrees to cover all on-the-job injuries in lieu of Worker’s Compensation, subject to the terms of the 
employee’s health insurance policy. 
 
 

http://www.ccboe.org/
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