**PLEASE USE INTERNET EXPLORER e FOR THIS PROCESS**

STEP 1: Log on to OneSource

Click on the link below to sign into OneSource: https://onesource.houstonisd.org/irj/portal

OneSourcg@;

STEP 2: Enter the last 6 digits of your SSN to complete the User Authentication step.

Please enter last 6 digits of your SSN

- |[submit]



https://onesource.houstonisd.org/irj/portal

STEP 3: Find the link to your contract

Go to the Employee Self-Service tab.

/
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Employee Self-Service My Inbox SAP ECC GUI OneSourceMe

Employee Self Service Menu
D Employee Self-Service > Employee Self Service Menu

Employee Services

Under the Contracts and Forms section, click on the Contract link, Your contract may be different from the
example below.
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STEP 4: Bring up the Contract form and review
The contract is 2 pages with the response options on the bottom of the 2 page.

Click on the printer icon from the pop-up menu or toolbar if you want to print the contract for your records.

You can only print your-caontract before you send your response.

Form#

STATE OF TEXAS Employee Name:
COUNTY OF HARRIS Employee Number:

This Contract is entered into by and between the Board of Education of the Houston Independent School District (Board) and (Employee) under the
following terms and conditions:

1. The Board hereby agrees to employ the Employee and the Employee agrees to serve the Board by performing duties as assigned by the the
Superintendent of Schools of the Houston Independent School District (District) for the school year 2018 - 2019, according to the hours and dates set
by the District as they exist or are hereafter amended.

2. The Board agrees to pay the Employee for services rendered an annual salary according to the salary schedule or compensation manual adopted by the
Board. The Employee understands and agrees that only the Board is authorized to establish an annual salary and that any representation made by any
other person regarding salary is of no effect and shall not be relied upon. Qualifying employees may receive an incentive payment through an awards
program established under Texas Education Code chapter 21, subchapter O if the District participates in the program. Any incentive payment
distributed is considered payment far performance and not an entitlement as part of an employee's salary. If the employee will work on a less-than-12
month basis, the Employee’s salary will be paid on an annualized basis. The District will make deductions from each paycheck for income tax
withholding and benefits. The Employee’s salary shall be reduced for absences in excess of authorized, paid leave.



STEP 5: Accept the contract

To accept the contract, click on the applicable box.

| have read this Contract and agree to Ply with its terms and conditions.

ave read this Contract and ACCEPT to comply with its terms ahd conditions.

-
[~ 1 have read this Contract and REJECT to comply with its terms and conditions.

(0 By declining this contract, | have accepted a non-teacher paosition at HISD.
(®) By declining this contract, | am resigning from the district effective the end of the duty schedule.

Y

Date

Grenita Lathan, Ed.D.

Grenita Lathan, Ed.D.

Intarim Superintendent of Schools
Houston Independent School District

STEP 6: Send your response

To complete the process, click on the Check icon on the upper left hand corner of the contract form. This
will ensure there are no errors. e form has been checked for errors, click Send to submit your
contract.

Teacher Probati nitract for Employee: Mr E|
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HOUSTOMN INDEPENDENT SCHOOL DISTRICT
One-Year Employee Probationary Contract

STATE OF TEXAS Employee Name:
COUNTY OF HARRIS Employee Number:



