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The Basics

Welcome to Howell Mountain Elementary School

The Howell Mountain Elementary School District (HMESD) is a single-school local education agency (LEA)
in Angwin, California, serving children from their entry into Transitional Kindergarten through their promotion
from 8th Grade. For more than 100 years, HMESD has been tasked with educating the students of Angwin

and has also served the community in various other ways, such as hosting community workshops and town
hall meetings. From time to time, the school also supports fundraisers, not only for small local groups, but

also for larger, out-of-area non-profits.

Over the years, HMESD has created and fine-tuned a Vision Statement that defines our philosophy about
providing an education to the students at HMESD. That Vision Statement reads:

Howell Mountain Elementary School District provides an environment where all students, staff,
and parents are given the opportunity to reach their potential.

Although teachers are the front-line instructors for our students, a strong support staff is essential
ensuring a functioning school. In other words, we cannot do this without people like you.

to

Contained in this handbook is information you need to be successful at your job. Please take the time to

read it in its entirety and feel free to ask your supervisor any questions you may have.

Good luck, and welcome to Howell Mountain School!

The Howell Mountain Elementary School District School Board

Because HMESD is a public agency, albeit a small one, oversight is provided by a governing board that is

elected by the voters of Angwin. Elections for the five-member Board are staggered in order to prevent the
election of an entirely new slate of trustees all at the same time. Standard terms for Board Members is four

years, although shorter terms are possible through the process of appointment or resignation.

It is important to note that, over the years, many Board Members have filled dual roles as Board Members
and as parents of one or more children at HMESD. Although this has the potential to occasionally create
challenging situations, the Board Members are usually extremely adept at separating their roles, and they
respect the professionalism of those at HMESD who can do the same.

The Board fills many roles at HMESD. However, they do not involve themselves in the daily operations of
HMESD. In fact, individual Board Members have no specific authority unless explicitly granted that authority
by the entire Board.

Some of the more important tasks of the Board include:

Hiring and evaluating the Superintendent/Principal

Reviewing and approving the HMESD budget
Approving hiring, layoffs, and terminations
Providing philosophical direction for HMESD

Approving new curriculum
Developing and approving Board Policy
Setting parameters for negotiations with certificated employee organizations and ratifying collective

bargaining agreements

The Office of the Superintendent and Principal
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The daily operations of HMES are the responsibility of the Principal, while HMESD operations are the

responsibility of the Superintendent. For many years, HMESD employed a single person for both positions.
Then two people began to split the duties of these offices. Currently, HMESD has reverted to a single
Superintendent/Principal model.

The Superintendent serves as the Chief Executive Officer for HMESD. Their job is to handle the daily
operations of HMESD, carry out the direction of the Board, and provide leadership and supervision to

employees.

Some of the duties of the Superintendent include:

Facilitating Board Meetings

• Conducting certificated union negotiations
Recommending staff hiring, discipline, and termination

• Serving as community liaison

The duties of the Principal are different. They are aligned more with the structure and function of HMES as

they relate to the direct delivery of instruction.

Some of the duties of the Principal include:

Facilitating staff meetings and staff development
Researching curriculum and making recommendations about adoptions to the Board
Overseeing student discipline

Serving as community liaison

Leading various school committees

The Superintendent/Principal maintains responsibility for all operations and personnel at HMESD. They

conduct evaluations and make recommendations to the Board based on their findings. Although you may
be assigned to an immediate supervisor, the Superintendent/Principal is available in the event conflicts

arise that surpass your immediate supervisor's ability to resolve.

Organizational Chart

The organizational chart below (Chart 1) represents the structure at HMESD. Please review the chart
carefully, as you may be required to report to different people depending on your job. Many of the employees

at HMESD hold multiple positions, each position having different supervisors. Should you need any
clarification on who your supervisor is, or to which person you need to report issues or concerns, please

ask one of the HMESD Office staff. They can help point you in the right direction.
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Board Policies/Administrative Requlations vs. Office Policу

Board Policies are documents adopted by the Board that prescribe rules for HMESD and cover mission

values, standards, and necessary procedures, among other topics. Board Policies also hold the Board,

employees, and the public accountable. While not always adopted by the Board, the Superintendent is

responsible for developing and enforcing Administrative Regulations, which provide details on how to

implement Board Policy. It  is often helpful to think of Board Policies as the what and the why, and

Administrative Regulations as the who, the how, the where, and the when. Administrative Regulations are

based on state and federal law and cover topics such as how employees receive their pay and sick leave,
can be disciplined, and more. Every employee is encouraged to read the Board Policies and Administrative
Regulations because you will be held accountable for following them. Board Policies and Administrative
Regulations are also useful resources for answering questions you may have about the operation of
HMESD and helping you make informed decisions while at work. Board Policies and Administrative
Regulations can be found here on the HMESD website.

Information contained in this Handbook is intended to supplement Board Policies and Administrative

Regulations. To the extent any information in this Handbook conflicts with Board Policy or Administrative
Regulation, the Board Policy and/or Administrative Regulation shall be controlling.

Office Policies are less formal and consist of the operating procedures designed to make the systems at

HMESD run smoothly. These policies address filling out required forms, creating requests before making

purchases, following the dress code, and so on. Many of these policies are discussed later on in this
Handbook. For example, the Dress Code can be found under BP 4119.22/4219.22/4319.22 and BP/AR
5132.
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HMESD Website

The HMESD website, which can be found here, contains a wealth of information for employees, parents,
and students. Please take some time to visit the site and explore it. The site contains a link to employee

email (for when you are off campus), links to Aeries (our student information system), and links to

downloadable forms, as well as calendars for the year and menus for the month.

The website resides off-campus (as does our email), which allows HMESD to maintain effective
communications with the public regardless of whether the campus is having problems with the internet or

issues with the electrical grid. During an emergency, it is possible to update the site remotely, thus assisting
parents and staff with making informed decisions.

Website Content

Occasionally a need arises for an individual or a department to place information on the website. This
information should be sent to the Webmaster, who can obtain approval for the posting and enter the
information as requested. The request for the posting, containing the reason for the request, should be
emailed to the Webmaster to upload it to the website. Any pertinent images should be sent along with the
request.

Forms

HMESD staff keep many regularly used forms on the website to assist staff, parents, and the public with
their needs. The forms that are currently online are comprehensive but by no means complete. If you feel
a form should be included online, please send a request and the form in either Word or PDF format in the
same way you would a content request.

Please use the website to search for a form before you ask office personnel to find and print one for you.
This simple effort on your part greatly reduces the workload on the office staff.

Website Links

Additional content links can be requested using the same method as above. Many links exist now to

increase the productivity of staff, parents, students, and the public by providing shortcuts to complicated
web addresses that are used daily. Many of these links are found in the relevant sections along the top
navigation bar.

Employment

11-Month vs. 12-Month Employees

Most employees at HMESD are 11-Month employees. 11-Month employees work the full school year, from

the first day until the last day. This usually equals about 180 days, although some employees may work a

few additional days for preparation and training. 11-Month employees hold various jobs, such as Classroom
Teacher, Paraeducator, Food Service Supervisor, and Yard Duty Supervisor.

A few people are considered 12-Month employees, who work year-round. These employees include the
Superintendent, the HMESD Secretary, the Business and Operations Manager, and some custodial and

maintenance support personnel.

When you are hired by HMESD, you will be informed of your work schedule, both in hours per day as well
as days per year. HMESD will develop a work calendar for you that will allow you to schedule much of your
year and plan for your daily workload. Of course, issues may arise that require HMESD to ask that you put
in
in additional hours or days throughout the year. Although your willingness to fulfill the needs of HMESD is
always appreciated, it  is completely up to you whether you decide to work additional hours. HMESD will not
penalize you for deciding that you cannot accommodate the request for additional hours.

8



Classified vs. Confidential vs. Certificated

Classified Employees are staff members who are not teachers and who are not HMESD management.
Classified Employees make up many of the support services at HMESD, such as office support,
paraeducators, translators, custodial services, food services, and additional ancillary staff. Certain jobs,
such as paraeducator, require completion of the equivalent of two years of college or pass a certifying test.

Almost all Classified Employees are considered 11-Month Employees. Although there are many districts
where the Classified Employees are part of a union, there is currently no union for Classified Employees at

HMESD.

Confidential Employees are staff members who work in management positions for HMESD and support the
Superintendent/Principal in the operation of HMESD. These management positions often provide
supervision of Classified Employees, providing a system of intervention short of the administrators.
Confidential Employees may be consulted by the Superintendent/Principal on a wide variety of matters,
including employee evaluations.

Certificated Employees make up the teaching staff and include the Superintendent/Principal. Certificated
Employees include classroom teachers, special education teachers, physical education teachers, Title I
teachers, and more. Certificated Employees hold credentials issued by the State of California, allowing
them to teach in a multi-grade classroom or to teach special subjects. Certificated Employees are

represented by the California Teachers' Association (CTA), specifically the Howell Mountain Educators
Association (HMEA).

Hourly (non-exempt) vs. Salary (exempt) Employees

An hourly employee has a pay rate that is directly related to hours worked. Most Classified Employees are

hourly employees. Hourly rates are determined by the HMESD School Board (School Board), based on

recommendations from the administrative team. Historically, when the School Board negotiates raises in
pay or benefits for Certificated Employees, similar raises are also afforded to Classified Employees.
However, this is not always the case. Likewise, if Certificated staffing reductions must be made, there are

often similar reductions for Classified Employees.

A salaried employee is a staff member who has an annual pay rate that is commonly divided equally over

12 months. There are both Certificated and Confidential Employees who are considered salaried, as is the
Superintendent/Principal. Certificated Employees negotiate pay raises and benefits through HMTA. The
Superintendent/Principal are contracted employees, and they negotiate new contracts directly with the
School Board.

Over the past several years, Classified Employees have been able to take advantage of an Equalized Pay
Schedule. This is explained later in the Payroll Section of this Handbook.

Probationary vs. Permanent Status

A probationary Classified Employee is one who has been employed by HMESD in paid service for less than
six months or 130 days, whichever is longer. Once a Classified Employee has been employed by HMESD

for six months or 130 days of paid service, whichever is longer, that employee shall be re-classified as a

permanent employee. During the probationary period, the Superintendent/Principal can terminate the

Classified Employee's employment without the consent of the School Board. Specifics regarding
probationary and permanent status can be found in Board Policy 4216: Probationary/Permanent Status.

A permanent Classified Employee who accepts a promotion and fails to complete the probationary period
for that promotional position, shall be employed in the classification from which the employee was

promoted. (Education Code 45113.)
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During the probationary period, Classified Employees can be evaluated many times, each time with the
intention of helping the employee reach permanency. After a Classified Employee becomes a permanent
employee, it is most likely that they will be evaluated only once per year. The Superintendent/Principal may
evaluate any Classified Employee more often with the intention of providing needed support.

Fingerprinting and Tuberculosis Testing Requirements

Every employee, Classified, Confidential, and Certificated, including the Superintendent/Principal, must
submit to a fingerprint clearance check from the State of California and the Federal Bureau of Investigation
as well as obtain a clean tuberculosis (TB) screening. TB screening replaces the traditional skin test. Based
on the results of the screening, a doctor will determine if the skin test is required.

Both the fingerprint clearance check and the TB screening are paid for by HMESD. You will be given a form
for the fingerprint clearance check and can go to either the Calistoga Police Department - call 707-942-
2810 ahead for times - or another vendor such as Photo Pro in Napa (707-255-0772). Any vendor that

for

conducts the Live Scan fingerprinting clearance check can accommodate you. Please keep your receipt,
and HMESD will reimburse you for your fingerprint clearance and TB test costs.

Pay Schedules

Pay schedules are maintained for every position within HMESD. Pay is solely based on experience and
time working for HMESD.

The following pay schedules are maintained by HMESD and are readily available on the HMESD's website:

Classified Employees - Regular

Classified Employees - Speech Pathologist and Nurse
Classified Employees - Special Education Specialist
Confidential Classified Employees
Certificated Employees - 183 Days

Classified Employees' pay schedules range from the initial year of service (Step 1) to the ninth year of
service (Step 9).

Pay increases may be provided annually as experience is gained and the employee moves horizontally on

the pay schedule from step to step. Once an employee has reached the highest step, their pay is frozen,
and they are reliant on the School Board to increase the pay scale based on many factors, one of which
includes the financial health of HMESD. Increases to the pay schedule may be approved by the School
Board in conjunction with negotiated raises by HMTA or independently if the School Board determines an

adjustment is required.

Benefits

HMESD offers several benefits to employees depending on their employment status. From health insurance
to wellness stipends to life insurance, the benefits are dependent on how many hours the employee is

scheduled to work in an average week.

HMESD prorates all employee benefits based on the percentage of FTE, or Full Time Equivalent

employment. For example, if an employee works 20 hours per week, they are considered a 0.5 FTE. No

health and welfare benefits are provided for Classified Employees who work less than 0.75 FTE, or 30
hours per week. Chart 2 shows the proration of benefits provided by HMESD. Life insurance is provided
only for full-time employees.

Chart 2
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% of Employer Paid
Hours/Week

Benefit Allowance

30.0 75%

32.5 81%

35.0 88%

37.5 94%

40.0 100%

Health care benefits are provided through CalPERS, and your choices are either Blue Cross, Kaiser, and

other vendors. The annual cap on health and welfare benefits is currently Single at $14,000, Single +1 at

$16,000, and families at $18,000. However, this is subject to change based on annual negotiations. Please

confirm these amounts with HMESD staff. These amounts are the maximum combined amounts HMESD

will pay for your medical, dental, and vision. Should you add family members to your plan, you may exceed
the cap, at which point the difference will be deducted from your monthly paycheck.

For full-time employees, HMESD provides a $50,000.00 life insurance policy at no charge.

Vacation and Sick Leave

All employees are entitled to sick leave. Classified Employees who are employed five days a week are

entitled to 12 days of sick leave per fiscal year. Employees who work less than a full fiscal year or fewer
than five days a week (part-time employees) are granted sick leave in proportion to the time they work.
However, part-time employees who are entitled to less than 24 hours of paid sick leave per fiscal year due

to the amount of time worked are granted sick leave pursuant to California Labor Code Section 246, if they
are eligible. This leave can be used for medical reasons, such as illness or doctor's appointments. Sick

leave can be rolled over from year-to-year, with the unused balance accruing as time passes. If you leave
HMESD and go to work at another public school, your sick leave can be transferred to your new place of
employment.

In order to use sick leave, a leave request must be filled out, if possible, prior to your absence. If the

circumstances prohibit requesting leave before the absence, a leave slip must be completed and submitted
to the office no later than three business days after your return to work. For absences lasting longer than
three days, a doctor's note will be required.

Vacation accrual depends on whether an employee is a 11-Month or a 12-Month employee. Because 11-

Month employees are expected to perform their jobs for the entirety of the school year, vacation days are

earned (according to the proration schedule in Chart 2), but they are paid out monthly on their paycheck.
12-Month employees accrue vacation hours, which can roll-over from year-to-year. 12-Month employees
may take their vacation at any time, assuming the proper forms have been submitted and approved by the
Superintendent/Principal. It  is requested that no vacation leave be applied for within the first two weeks or
the last two weeks of the school year.

Workplace Injuries

Although HMESD is considered a low incident workplace, injuries can occur. Any employee who is injured
in the workplace is required to report the injury to their supervisor immediately.

Disability

result
HMESD employees do not pay into the State disability system. It  is important to understand what this
means. Although there is always workers' compensation if you are injured on the job, injuries that
from activities outside the workplace are not eligible for coverage by State services.
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HMESD currently engages American Fidelity as an option for employees who wish to purchase a third-party
disability plan. Should you wish to purchase such a plan, please speak to the HMESD Admin Assistant.

Family Medical Leave

Both the State and the federal governments provide for advanced medical leave to care for yourself or a

family member. In California, the law is known as the California Paid Family Leave program, or CPFL. The
federal law, known as the Family and Medical Leave Act, or FMLA, coexists with the CPFL and provides
additional rights to employees.

Both laws are complicated and are intended to protect employment when an employee is forced to take an

extended leave of absence due to exigent family needs. If you are presented with such a situation or

emergency, you are urged to consult the Admin Assistant in order to plan your time away from work. The
specifics of the programs can be explained at that time.

Unpaid Leave

Although 11-Month employees receive vacation payouts on a monthly basis and are expected to work every
day throughout the year (illness leave excluded), HMESD recognizes there are times when an employee
may need to take unpaid time off for a variety of reasons. When these situations occur, employees may

formally request unpaid leave. This request is preliminarily approved or denied by the

Superintendent/Principal. If preliminary approval is granted, the request is placed on the next School Board
agenda. The School Board makes the final decision regarding the leave request.

Mandated Reporters

Every employee who works at a public school is considered by the State of California to be a mandated

reporter of child abuse. The law requires every employee to be trained within six weeks of their initial

employment and subsequently retrained on an annual basis within six weeks of the start of the school year.

You were given, as part of your new hire packet, a form to sign acknowledging this requirement.

Online training can be accessed through Vector Solutions. Select the "Educator" link and begin the training.
Please keep track of the time your training takes on your timesheet. HMESD will pay for a maximum of 1

hour to complete the training, although it is expected that the training will only last an average of two hours.
Under no circumstances will HMESD pay overtime for your participation in this mandated training.

Disaster Service Workers

All public employees, including public school employees, with the exception of legally employed non-

citizens, are considered Disaster Service Workers and are required to take an oath attesting to this fact.
Included in your new hire packet was an oath form that should be signed and returned to the HMESD office

along with your other employment documents.

Being a Disaster Service Worker, in essence, requires you to render assistance at HMESD in the event of

a disaster until such time as you are released by a supervisor. In addition to not being able to leave campus

without specific permission while you are working, you may also be required to report to work even if you

are not currently scheduled to do SO.

During a disaster or emergency, you may be required to fulfill job duties that you normally do not. Although
you may be uncomfortable with this idea, you will not be asked to complete a task for which you have no

specific knowledge, experience, or skill. An example of this would be asking someone with no first aid

experience to administer emergency medical care.

Angwin has a strong emergency services system in place, and, in the event of a large disaster, they would
be spread thin and need as much support as possible. If you have a desire to advance your emergency
skills in order to serve HMESD and the Angwin community in a more effective way, please talk to someone
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in the HMESD office. They can assist in finding resources and supporting your efforts to increase your

education.

Children of Employees

Although HMESD's mission is to serve children, generally a student must be enrolled at HMESD if they are

to be on campus during the school day. Our liability insurance will not cover children on campus who are

not enrolled or who are not part of an organized event such as a sports event or other program. Community
events such as back-to-school night and our annual field day also present exceptions to this rule.

We understand that from time to time employees may wish to bring their children with them to work.
However, HMESD does not allow this practice and asks that you make alternative childcare arrangements.

Payroll

Mandatory Forms

HMESD uses several forms to ensure that payroll accounting is done accurately. In this section, we will
discuss those forms and how you can minimize any additional work by HMESD staff while maximizing your

pay and benefits. There are many laws that govern the payroll system, and you are encouraged to

familiarize yourself with this Handbook section to avoid mistakes at a later date.

Pay Periods

Payday comes once a month at HMESD, on the last working day of the month. Although everyone is paid
on the same day, there are two pay periods for employees at HMESD.

If you are a salaried employee, your pay period runs from the first of the month to the end of the month.

Hourly employees are paid based on hours worked from the 11th of the month through the 10th of the
following month. HMESD prefers that all employees sign up for direct deposit. However, employees who

do not use direct deposit may collect paper checks at the HMESD office on the last working day of the

month. Direct deposit takes two pay periods before it is active. In the meantime, you will receive a paper
check.

Equalized Pay

Equalized pay allows employees to receive pay in 12 monthly installments evenly throughout the year. To

determine the monthly payment amount, HMESD looks at the total number of hours you will work for the
year and determines a yearly salary. This salary is then divided by 12 (or the remainder of the school year,
whichever is greater), and you will receive a paycheck each month that is the same amount. This provides
relief to hourly employees when large breaks occur during the school year, such as Winter Break, Spring
Break, and Summer Break. Using Equalized Pay assures receipt of a similar amount year-round.

Additional hours worked create an exception to this rule. Any hours worked outside your normal schedule

must be recorded on a timesheet and will be added to the applicable paycheck. This will ensure you are

paid for all hours worked during the pay period. Only additional hours should be recorded on the timesheet.
For example, if your normal schedule calls for you to work four hours, and you work six, you would only
record two hours on a timesheet.

Timesheets

Timesheets are required if you work additional hours outside of your normal schedule. All timesheets are

due to the HMESD Admin Assistant by the end of business on the 10th day of each month. This deadline
ensures that you are paid on time. Timesheets turned in after the 10th day of the month may not be paid
until the following month. Please note, you do not need to fill out a timesheet for your equalized pay.
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Timesheets are available on the HMESD website under "Staff Forms." Please do not ask the office to print
out timesheets as they are easily accessible from anywhere on campus and from home.

Great care should be taken in filling out your timesheet. If you have any questions, please ask the Admin
Assistant in the HMESD office. It is better to fill the timesheet outout correctly than to delay getting paid due to

errors. Take notes, if necessary, so that you can repeat the steps in the following pay period. As part of your
orientation, you will be shown how to properly complete a timesheet. You will also be asked to sign an

acknowledgement that you received this training.

Hours are recorded in decimals denoting 15-minute increments. If you work 2½ hours, itwould be recorded
as 2.5 hours. If you work 2 hours and 14 minutes, it would be recorded as 2.25 hours. Accuracy is critical
for both your bottom line and our County and independent audits. Repeated failure to properly fill out a
timesheet can result in disciplinary actions.

Leave Requests

Leave requests are important for many reasons:

They ensure accuracy on your paycheck and prevent future problems such as

reimbursements.
overpayment

They ensure your absence is covered by other staff.
They allow for proper accounting of your sick leave and vacation banks (where applicable).

As discussed in the Leave Slips section of this Handbook, if  an employee is planning a vacation or leave
of absence, a leave slip should be submitted as soon as possible. If the employee is planning an absence

of more than three business days, a leave slip request should be submitted a minimum of a week in

advance. If a leave request is submitted for a planned absence of more than three days with less than a

week's notice, the request may be denied, pending extenuating circumstances.

Leave slips for illness should be filled out as soon as possible, but no later than three days following a

return to work. If your leave needs to change, such as moving from vacation to sick leave, please use two

different leave slips to note the dates and times of your absences.

Leave requests should be submitted for the following:

Leave Slips

Personal Necessity
Jury Duty
Illness

Vacation

Bereavement

Unpaid Leave

Military Leave
Industrial Accident Leave

Filling out a leave slip is important for several reasons. For those individuals who are on salary, leave slips
ensure that sick leave and vacation are properly recorded and accounted for in the payroll system. For
those who are on equalized pay, sick leave needs to be deducted properly from the system and unpaid
leave needs to be deducted from your paycheck.

All leave slips should be filled out and approved in advance of the absence unless circumstances prohibit
doing so. In the event a leave slip is not approved prior to the absence, it must be filled out within three
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business days of returning to work. Employees who turn in leave slips beyond the deadline may be subject
to disciplinary action. See the section on Leave Requests in this Handbook for more information.
Questions and Changes to Payroll Status

There are times when employees may need to change their payroll status. Whether changing direct deposit
information, home address, IRS withholding, or something else, you should check with the HMESD office
to determine to whom you should address your concerns. This is especially important in the event of payroll
errors.

Over the years, HMESD has handled its own payroll and benefits services, but it may also contract out

payroll and benefits services to the Napa County Office of Education or other third parties. All payroll
inquiries should be directed to the HMESD office.

Questions can be asked in person or over the telephone, but asking payroll questions via email will help
ensure accuracy and guarantee that there is a record of the details. It  is always a good idea to ask direct
questions in order to get the answers you need.

Please remember. It is always better to ask questions first than to fix mistakes later.

Security

District and School Keys

HMESD has a system of keys with access levels appropriate for various jobs and duties. Not all employees
are provided keys to all areas of HMESD. Key distribution depends on the role of the employee and the

need as dictated by their assigned duties. If you are assigned a key or keys, you will be required to sign
them out Signing for the keys assigns responsibility to you for their safety. Should the keys be lost, you will
be responsible for the cost of rekeying the areas affected. Lost keys should be reported to the HMESD
office immediately.

If you are not assigned a key and believe you need reasonable access to an area of HMESD, please
request a key for that area from the HMESD Secretary.

Keys shall not be loaned to students or parents. If  a student or parent has permission to access a part of

HMESD for which you have a key, they must be escorted and the area must be secured after the student

or parent has departed. Please exercise care when allowing a third party into someone's classroom or

private area. The third party should be observed during their time in the area.

Alarm Codes

If you are tasked with job duties that require opening HMESD, closing HMESD, or working in the off-hours,
you will be given an alarm code to access the facilities. Along with the alarm code, you will be given a

passcode that must be provided to our alarm company should you accidentally set off the alarm. The alarm
company will call the school and ask for the code. Please stay by the HMESD office telephone until they
call.

Every employee has a unique alarm code. Much like the school keys, these codes are your responsibility
and should not be given to anyone. In the event someone does obtain your code, please report it to the

HMESD Admin Assistant immediately. Changing the code is simple and costs nothing. The cost of not

changing the code can be quite high.
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