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NOTICE 

The policies contained in the employee handbook are current through June 25, 2024, the date of 
the publication of the handbook. Please be advised that as laws and regulations change, updates 
are made to the official online Policy Manual. The Policy Manual contains the actual operational 
policies of the Board and is revised continuously. The Grant Parish School Board Policy Manual 
can be found on our website at www.gpsb.org. Pending policies are posted on our website prior 
to the online manual being updated. If there are any discrepancies between this handbook and 
the official Policy Manual, the Policy Manual will prevail. Likewise, if there are any 
discrepancies between this handbook and state or federal law, the applicable law will prevail. 

All employees are expected to read, understand, and comply with the provisions of the 
handbook. If you have any questions about any handbook provisions, consult the Human 
Resources Department to have your questions answered. 

The language in this handbook is not intended to create a contact between the Grant Parish 
School Board and its employees. It should not be construed as promising or guaranteeing 
continued benefits or employment. Unless you have a written contract of employment with the 
Grant Parish School Board, all employment with the Grant Parish School Board is at-will and 
nothing contained in this handbook is intended to alter the at-will status of its employees. 

www.gpsb.org
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New Year's Holiday 

Teacher Workdays 

Students Return 
2nd semester begins 
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student days (64,930) . State requirement - 63,720. 2 Weather/Emergency dismissal days built into calendar. 
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EMPLOYMENT OF PERSONNEL (Policy GBD) 

The Grant Parish School Board and its administrative staff believes that it has an 
obligation to provide the children attending its schools with the very best personnel 
available regardless of race, color, creed, sex, age, national origin or any similar • 
personal characteristic. Age shall be considered only with respect to minimums set by 
law. 

The Superintendent or his/her designee shall be responsible for establishing and 
maintaining appropriate procedures for reviewing and evaluating any and all 
applicants for selection, including administrative and supervisory personnel, and 
assuring adherence to applicable state and federal legal requirements. Selection of 
personnel to fill all positions shall be based upon performance, effectiveness, and 
qualifications applicable to each specific position. Decisions shall be made on a 
non-discriminatory basis with selection procedures and evaluative criteria known to all 
applicants. Applicants should not resort to the use of political, social, or other 
pressures to gain employment or promotion. 

Teachers and all other personnel shall be selected for employment by the 
Superintendent. It shall be the responsibility of the Superintendent to ensure that all 
persons recommended have proper certification where applicable, and are qualified 
for the position. Seniority and tenure shall not be used as the primary criteria when 
making any employment decision. 

The Superintendent shall delegate to the school principal all decisions regarding the 
employment of any teacher or other personnel at the school in which the principal is 
employed, subject to the approval of the Superintendent. 

The Superintendent and/or his/her designee shall consult with teachers regarding any 
possible selections made by the Superintendent for the hiring or placement of a 
principal at the school in which such teachers are employ~d, subject to the provisions 
of any applicable court order. 

BUS OPERATORS 

Whenever a school bus operator is needed to drive a new route or a route vacated by 
a previous operator, the school bus operator who is tenured and has acquired the 
greatest seniority shall be offered the opportunity to and may change from driving 
his/her route to the vacant route before another operator is selected. If the tenured 
bus operator with the greatest seniority chooses not to change to the vacant route, the 



route shall then be offered in order of seniority to a school bus operator who has 
acquired tenure. 

If no tenured operator chooses to change to the vacant route, the route shall then be 
offered to a full -time probationary bus operator. 

If no regular bus operator, tenured .or probationary, chooses to change to the vacant 
route, then a substitute bus operator shall be selected for the position from a list of 
approved substitute school bus operators. If no tenured, probationary, or substitute 
bus operator wants the route, then a new operator shall be hired. 

Whenever a school bus operator owning his/her own bus retires, a vacated route shall 
be offered first to any person meeting the requirements of the School Board who is 
willing to acquire the bus of the retiring operator at full appraised value. This provision 
shall be applicable only when the bus owned by the retiring operator has been 
manufactured within a period of five (5) years immediately prior to the operator's 
retirement and the operator is retiring due to a documented physical disability. 

The Superintendent may select an operator to fill a vacant route using a different 
process than outlined above, but only if the School Board is required to bear an 
increase in the unreimbursed costs for non-passenger miles over those attributable to 
the previous operator who vacated the route. 

Whenever a vacancy occurs on a route due to death , resignation , retirement, or the 
expiration of the regular operator's approved leave, or a new route is established , the 
route shall be filled with a regular school bus operator using the process stated above 
no later than the following school year unless the route is consolidated or eliminated. 
A substitute bus operator may only be used as a temporary measure until a 
permanent operator is appointed to a route. 

If an operator is on approved leave, his/her route shall not be considered a vacant 
route. A substitute shall be used to drive a route for an operator on approved leave 
regardless of the length of time of the approved leave. 

Substitute operators for bus routes shall have and shall meet the same qualifications 
as regular operators. 

PRE-EMPLOYMENT PHYSICAL EXAMINATIONS 



The School Board shall require all full-time employees and part-time bus operators to 
undergo a complete physical examination before being hired by the School Board . 
Also, all employees (full and part-time) shall complete an Employee Medical History 
Questionnaire before being hired by the School Board. 

FEDERAL OR STATE GRANT FUNDED POSITIONS 

Whenever the School Board is the recipient of grants from federal , state or private 
funding agencies for supplementing and/or funding of innovative educational 
strategies, long range planning , and special supportive services, such grants may fund 
staff positions related to the grants. Grant-funded positions may be full-time or 
part-time positions established for specific periods of time, not to exceed the 
scheduled termination date of the applicable grant funded. The letter of appointment 
sent to an employee for grant-funded positions shall state that continuation of the 
employee's service in that position shall be contingent upon the continuing availability 
of funds from the applicable grant funding source. 



RECRUITMENT (Policy GBC) 

The Grant Parish School Board shall require, in accordance with state law, applicants 
for employment with the School Board to submit necessary information regarding their 
backgrounds. A prospective employee shall be required to provide authorization for 
the disclosure of any information regarding past criminal activities, including arrests, 
convictions, having pied nolo contendere, or other dispositions, including dismissal of 
convictions, of any criminal offense, in accordance with La. Rev. Stat. Ann. §15:587.1. 
All information obtained through the completion of a criminal background check is 
subject to confidentiality (Protection of Criminal Background Information Policy 
GBCA). 

The Grant Parish School Board shall make a concerted effort to recruit the best 
qualified applicants available. When vacancies occur in existing positions or when 
new positions are created, and such positions are not filled by transfer of qualified 
personnel, the Superintendent or his/her designee shall post notice of the vacancy and 
shall have the discretion to advertise for certain positions when circumstances 
warrant. 

When filling vacancies in positions of authority or those with policymaking duties, the 
Superintendent or his/her designee shall not utilize only oral contacts and interviews of 
applicants considered, or use any <?ther means to circumvent the provisions of state 
statute. Nothing, however, shall prohibit oral contact prior to a person becoming an 
applicant or shall prohibit oral contact which may result in a written application or other 
documents. 

APPLICATIONS 

Applications submitted for any vacancy shall be retained by the personnel department. 

Disclosure of Information by Applicant 

As part of the application process, the School Board shall require the applicant to sign 
a statement that authorizes the release and disclosure of the following information by 
the applicant's current or previous employer(s): 

1. All actual cases of sexual misconduct with a minor or student by the applicant. 

2. All instances of sexual misconduct with students, as defined by the Louisiana 
Board of Elementary and Secondary Education (BESE), and outlined in the 



Louisiana Handbook for School Administrators, Bulletin 7 41, committed by the 
applicant, if any, if such employer is/was a city, parish, or other local public 
School Board. 

3. All investigations of sexual misconduct by the applicant with a minor or student 
that occurred within thirty-six (36) months prior to the applicant's resignation, 
dismissal, or retirement from employmerJt. 

4. All actual or investigated cases of abuse or neglect committed by the applicant, if 
any, if such employer is/was the Louisiana School for the Deaf, the Louisiana 
School for the Visually Impaired, or the Louisiana Special Education Center. 

If an investigation determined that a ·formal allegation of an applicant was inconclusive, 
unjustified, or otherwise without cause for further formal pursuit, the applicant shall not 
be required to disclose such information. 

The statement shall also request the current or previous employing School Board 
make available to the School Board, through its Superintendent or his/her designee, 
within twenty (20) business days of receipt of the request, copies of all documents as 
contained in the applicant's personnel file maintained by such employer relative to 
instances of sexual misconduct, if any. Such request for information shall include a 
copy of the required statement signed by the applicant. 

The Superintendent, or principal, with the approval of the Superintendent, may employ 
any applicant on a conditional basis pending a review of any information obtained 
pursuant to this request. Permanent employment shall not occur until the information 
has been satisfactorily verified. However, in accordance with statutory provisions, the 
Superintendent shall not hire any applicant who does not sign the release of 
information statement as required by law. 

Any information obtained by the School Board as a result of the signed release 
statement and request outlined above shall be used by the Superintendent only for the 
purpose of evaluating an applicant's qualifications for employment in the position for 
which he/she has applied, is not subject to the state public records statutes, and shall 
not be disclosed to any person, other than the applicant, who is not directly involved in 
the process of evaluating the applicant's qualifications for employment. 

In addition to the above, as part of the application process, the School Board shall 
request the applicant's performance evaluation results, if applicable. The applicant, 
once the evaluation results have been received, shall be given an opportunity to 



review the information received and provide any response or information the applicant 
deems appropriate. 

Finally, the applicant shall grant permission by signing a statement on the application 
form that permits the School Board to have access to any and all reference, 
background , and previous employment information and to receive copies of any such 
documentation from a current or previous employer. 

Disclosure of Applicant's Records 

The name of each applicant for certain positions of authority or those with 
policymaking duties, the qualifications of such an applicant, and any relevant 
employment history or experience of such an applicant shall be available for public 
inspection, examination, copying, or reproduction as provided for in the statutory 
provisions governing public works. 

Bus Operators 

All persons, prior to employment as a bus operator with the School Board, shall fill out 
an application form. Each applicant shall complete all prerequisites required by law 
and Bulletin 119, Louisiana Student Transportation Specifications and Procedures, 
before he/she shall be considered for employment as a bus operator or substitute bus 
operator. 

Upon completion of the prerequisites, the applicant's valid application shall be filed in 
the personnel department for consideration of employment to fill vacancies as they 
occur. All applications shall be validated each year. 

CRIMINAL HISTORY OF APPLICANTS 

The Grant Parish School Board shall require, in accordance with state law, applicants 
for employment with the School Board to submit necessary information regarding their 
backgrounds. Every prospective employee shall be required to provide authorization 
for the disclosure of any information regarding past criminal activities, including 
arrests, convictions, having pied nolo contendere, or other dispositions, including 
dismissal of convictions, of any crirr,inal offense, in accordance with La. Rev. Stat. 
Ann. §15:587. 

A standard applicant fingerprint card acceptable to the Louisiana Bureau of Criminal 
Identification and Information and a disclosure authorization form shall be provided to 



the applicant by the School Board or may be obtained from local police authorities. It 
shall be the responsibility of the applicant to have his/her fingerprints taken by a 
qualified individual and submitted to the proper authorities for processing. Any cost 
associated with fingerprinting or the disclosure of background information on an 
applicant may be passed on to the applicant. 

1. For the purposes of reviewing the criminal history of prospective employees, any 
person employed to provide cafeteria, transportation , janitorial or maintenance 
services by any person or entity that contracts with a school or school system to 
provide such services shall be considered to be hired by the school system. 

2. A person who has been convicted of or has pleaded nolo contendere to crimes 
listed in La. Rev. Stat. Ann. §15:587.1 shall not be hired as a bus operator, 
substitute bus operator, or janitor, or as a temporary, part-time, or permanent 
school employee of any kind. 

A. The School Board may hire a person as an administrator, teacher, or 
substitute teacher who has been convicted of or plead nolo contendere to 
a felony not listed in La. Rev. Stat. Ann. §15:587.1(C), who has been 
found to have submitted fraudulent documentation to the Louisiana Board 
of Elementary and Secondary Education (BESE) or the Louisiana 
Department of Education (LDOE) as part of an application for a Louisiana 
teaching certificate or other teaching authorization , or who has been found 
to have facilitated cheating on any state assessment if BESE properly 
issues a teaching certificate or authorization after a formal appeal request 
submitted by the perso_n. 

8. The School Board may reemploy an administrator, teacher, or other school 
employee who has been dismissed for conviction of a crime, except a 
crime listed in La. Rev. Stat. Ann. §15:587.1 (C) only upon written approval 
of the district judge of the parish and district attorney, or upon written 
documentation from the court in which the conviction occurred stating that 
the conviction has been reversed, set aside, or vacated. Such a 
statement of approval from the judge and district attorney and any written 
documentation from the court shall be kept on file and produced upon 
request by law enforcement. 

No later than thirty (30) days after the documentation is placed on file by 
the school, the school principal shall submit a copy of said documentation 
from the court to the Louisiana Superintendent of Education. 



EQUAL OPPORTUNITY EMPLOYMENT (POLICY GAAA) 

It shall be the policy of the Grant Parish School Board that all applicants for admission 
and employment, students, parents, or legal guardians of students, or employees, 
sources of referral of applicants and employment, and any and all entities having 
business with the School Board are hereby notified that the School Board does not 
discriminate on the basis of race, color, national origin, natural , protective, or cultural 
hairstyle, sex, age, disability, marital status, sexual orientation, religion or veteran 
status in admission or access to, or treatment or employment in , its programs and 
activities, including any notices required by Title IX of the Education Amendments of 
1972 or Part 106 of Title 34 of the United States Code of Federal Regulations. The 
School Board pledges to protect qualified applicants and employees with disabilities 
from discrimination in hiring, promotion, termination, pay, job training, fringe benefits, 
classification, referral, and other aspects of employment on the basis of disability. The 
School Board shall also provide qualified applicants and employees with disabilities 
with reasonable accommodations that do not impose undue hardship. 

The Superintendent and/or his/her designee shall investigate any and all complaints 
that may be brought against the School Board or any individual school in the school 
district in regard to any alleged discriminatory action for appropriate treatment by the 
Superintendent and/or the School Board. 

All employees shall be responsible for complying with this policy. Inquiries, concerns, 
or complaints related to any form of harassment or discrimination should be 
immediately reported to the immediate supervisor who, in turn, shall report the incident 
to the Superintendent and/or his/her designee. If the supervisor is the alleged 
harasser or discriminator, or the employee does not wish to report the matter to his/her 
supervisor, the employee may submit the complaint directly to the Superintendent or 
his/her designee for appropriate inquiry including, when appropriate, investigation. 
Except for complaints of sexual harassment of students, employees, and applicants, 
the investigation shall proceed in accordance with policy GAMC, Investigations. 
Further, the School Board prohibits retaliation against any individual for making a 
complaint under this policy or participating in the investigation of any such complaint. 

PERSONS WITH DISABILITIES 

In accordance with federal and state statutes addressing nondiscrimination of disabled 
persons, namely Section 504 of the Vocational Rehabilitation Act of 1973 and the 
Americans with Disabilities Act of 1990, the Grant Parish School Board attests that no 
qualified person with a disability shall, solely by reason of a disability, be denied the 



benefits of, be excluded from participation in, or be otherwise subjected to 
discrimination under any program or activity; nor shall a qualified person with a 
disability be subjected to discrimination in employment. 

PERSONNEL POSITIONS (Policy GBB) 

The number of teachers and other school personnel to be employed in the school 
district shall be determined by the Grant Parish School Board. It is the intent of the 
Grant Parish School Board to activate a sufficient number of positions to accomplish 
the district's goals and objectives. 

The Superintendent shall be delegated the authority to make recommendations to the 
Board for adding new positions and for making revisions and/or adaptations to existing 
job titles and/or descriptions, or for making adjustments to the system's personnel that 
will contribute to more efficient operations. 

The Superintendent shall maintain a comprehensive and up-to-date set of job 
descriptions of all positions in the school district. These job descriptions shall be kept 
on file and utilized in conjunction with the performance evaluation plan . All personnel 
shall be given a copy of their respective job description when first employed and any 
time the job description is revised. 

EMPLOYMENT OF RETIRED PERSONNEL (Policy GBDA) 

The Superintendent, or principal, with the approval of the Superintendent, may employ 
retired employees in accordance with the requirements of law and guidelines of the 
appropriate retirement system. A retired employee who is hired under such 
circumstances shall not, however, be guaranteed any position/employment with the 
Grant Parish School Board. 

Certified personnel who are members of the Teachers Retirement System of Louisiana 
(TRSL) and who are retired may be rehired in accordance with La. Rev. Stat. Ann. 
§§11 :710 and 11:710.1, and guidelines of that retirement system. The School Board 
shall, within thirty (30) days thereafter, notify the TRSL in writing of such employment, 
the date of re-employment, and a determination as to whether the person is a retired 
teacher. Upon termination, the School Board shall provide the same notice to the 
TRSL. 



Bus operators who have retired from service may be employed and returned to service 
as full-time bus operators in accordance with the provisions of La. Rev. Stat. Ann. 
§11: 1007 and the guidelines of the Louisiana School Employees Retirement System 
(LSERS). Whenever a retired bus operator is re-employed, the School Board shall 
notify LSERS in writing within ten (10) days of such employment of the date 
employment began. Upon the bus operator's termination, the School Board shall 
provide LSERS in writing with information and notice of the termination. 

Any retired non-certified employee, other than a bus operator, may be re-employed as 
a full-time, part-time, temporary, or substitute employee, in accordance with the 
provisions of La. Rev. Stat. Ann. §11 :1006 and the guidelines of the Louisiana School 
Employees Retirement System (LSERS). The School Board shall notify LSERS in 
writing of such employment and shall notify LSERS in writing of the termination of 
such employment. 

The School Board acknowledges that the TRSL and the LSERS have their own 
governing boards and their own regulations and interpretations of state laws impacting 
retirement. Accordingly, School Board staff members do not have the authority to give 
advice to employees, retirees, or others on retirement matters. Individuals seeking 
information about retirement matters should contact their respective retirement 
systems directly. 

ASSIGNMENT (Policy GBE) 

POSITION ASSIGNMENTS 

The Grant Parish School Board delegates to the Superintendent or his/her designee 
the assignment of all teachers, administrators, supervisory personnel , and other 
employees of the School Board to their respective positions and/or schools. The 
principal shall have the authority to·determine the placement of all teachers or other 
personnel at the school in which the principal is employed, subject to the approval of 
the Superintendent. Personnel shall be assigned on the basis of performance, 
effectiveness, and qualifications applicable to each position. 

In order to avoid conflicts of interest, or the appearance of the same, it is the desire of 
the School Board that employees not be assigned to a position that would require that 
employee to be directly supervised by an immediate family member. The above 
provision, however, does not apply, in accordance with statutory provisions, to an 
immediate family member of an athletic director of a school , which may employ an 



immediate family member as a coach where he/she is athletic director. Immediate 
family members include the person's children , the spouses of the person's children, 
the person's brothers and their spouses, the person's sisters and their spouses, 
parents, spouse, and the parents of ~he person's spouse. 

For purposes of this policy, principals shall be considered to directly supervise all 
programs operated at their school; therefore no immediate family member of any 
principal shall be employed to work in any program operated at his/her school. Also , 
any department head shall be considered to directly supervise all operations in the 
department. 

CLASS ASSIGNMENT 

The principal shall be responsible for assigning teachers to classes within his/her 
respective school. Except in extenuating circumstances, the principal shall notify 
teachers of their anticipated assignment for the school year prior to the opening of 
school. Teachers who wish to request reassignment for the subsequent school year 
may do so provided such a request is submitted prior to the close of the school year. 
Principals shall give every reasonable consideration to teacher requests for 
assignment to a particular grade level and/or subject area for which a teacher is 
certified -and qualified. 

A teacher shall be notified by the principal of any change in assignment as soon as 
reasonably possible. 

PERSONNEL TRANSFER (Policy GBM) 

The Superintendent may transfer any teacher or other employee, including personnel 
employed as principals and supervisors, from one position, school or grade to another 
by giving written notice to the teacher or employee of such intention to transfer. Such 
transfer shall not be for political or personal reasons. No transfers of instructional 
personnel shall be initiated during the regular school term, except in emergencies or 
promotional instances where transfers are required to preserve quality instruction. 

The principal shall have the authority to transfer employees at the school in which the 
principal is employed, subject to the approval of the Superintendent. 

Transfer decisions shall be based upon performance, effectiveness, and qualifications 
as applicable to each specific position. Effectiveness, as determined by the Board's 



personnel evaluation program, shall be the primary reason for considering a transfer. 
Conversely, seniority or tenure shall not be used as the primary reason when making 
any decisions to transfer an employee. 

VOLUNTARY TRANSFER 

Employees who voluntarily request a transfer to another location or position shall 
submit such request to the Superintendent or principal in writing. Such requests shall 
be submitted on or before May 1 in order to be considered for the next school year. A 
written notation of the request to transfer shall also be sent to the employee's principal 
or immediate supervisor. 

A teacher transferred to a school or position must be certified and qualified for the 
position to which transferred. Should a person request reassignment to a lesser 
position, such personnel , upon reassignment, shall be placed in the salary schedule at 
the level of the new position. 

A teacher or other school employee who has been a victim of physical abuse by any 
student(s) shall be given the opportunity to transfer to another position for which 
he/she is certified or otherwise qualified and in which he/she shall not have contact 
with the student(s), provided there is a position available. 

STAFF RIGHTS AND RESPONSIBILITIES (Policy GBR) 

Personnel of the Grant Parish School system shall receive these rights , and respect 
these responsibilities of employment: 

• The best working conditions that sound management can supply. 

• The supply of needed materials and equipment that sound 
management can justify both as to use and the district's ability to 
supply. 

• Respectful consideration for all suggestions for the improvement 
of working conditions and general organization. 



• Encouragement to develop personally by participation in 
community activities and recreation which does not conflict with 
school duties. 

• Unstinted support of the employee's position as long as it is in 
accord with the stated policies, is professionally sound and is 
morally right. 

• Continued employment as long as the employee renders 
conscientious and competent service. 

• Discontinuance of employment if incompetent or unwilling to 
perform service of professional quality or if conduct in the 
community shows disloyalty to the schools or is unbecoming for 
teachers. 

• The right of due process in all proceedings and in accordance 
with state law. 



PERSONNEL RECORDS (Policy GAK) 

The Grant Parish School Board shall require the maintenance of a uniform system of 
personnel records for all employees. It shall be the responsibility of the 
Superintendent or designee to keep the records updated and complete in accordance 
with statutory provisions. 

A personnel file shall be accurately maintained in the central administrative office for 
each present and former employee. These files shall contain applications for 
employment, references, and records relative to compensation, payroll deductions, 
evaluations, and such other matters as may be considered pertinent to the proper 
maintenance of all personnel records. It is the duty of the employee to furnish the 
personnel office with certificates, transcripts, statements of degrees, and other 
educational experience related documentation. 

The Superintendent shall be designated as custodian of all personnel files and shall 
have the overall responsibility for maintaining and preserving the confidentiality of the 
files. The Superintendent may, however, designate another official to perform the 
duties of records management on the understanding that this official is to be held 
responsible for granting or denying access to records on the basis of these guidelines. 

GENERAL ACCESS TO AN EMPLOYEE'S PERSONNEL FILE 

Any school employee requesting to see his/her personnel file shall be given access to 
his/her entire personnel file, including but not limited to all documents placed in the 
employee's file on or before September 1, 1987. The contents of a school employee's 
personnel file shall not be divulged to third parties without the express written consent 
of the school employee, except when ordered by a court or by subpoena, or in 
accordance with this policy. No school system employee other than the personnel file 
custodian or the Superintendent for the system, or the designee of either, who shall be 
a school system employee, shall be allowed access to a school employee's personnel 
file without the school employee's expressed written consent, unless that employee is 
charged with the duty of supervising that particular school employee's performance. A 
School Board member or any other person authorized pursuant to this policy shall be 
permitted to examine any and all records of the school system, except school 
employee records relative to evaluations, observations, formal complaints, and 
grievances. However, in accordance with La. Rev. Stat. Ann. §17:81, the School 
Board, upon a majority vote of the total School Board membership, shall have the right 
to examine any and all records of the school system, including personnel records. 



In case a personnel file should be accessed by the School Board or anyone else, the 
employee whose file was so accessed shall receive written notice of the fact and the 
name and title of the person who was permitted access. All persons permitted access 
shall maintain the confidentiality of those documents in the file that are not matters of 
public record. 

If an employee wishes to review and/or obtain a copy of his/her personnel file , the 
employee must make a written request to the Superintendent or his/her designee not 
less than forty-eight (48) hours before the date the file will be reviewed. 

REQUESTS FOR ACCESS AND INSPECTION 

Additions to Personnel File 

No complaint, commendation, suggestion, or evaluation may be placed in the 
evaluation file unless it meets the fol!owing requirements: 

1. Each document concerning a school employee shall be placed in the employee's 
personnel file within a reasonable time and no document, except those resulting 
from routine recordkeeping, shall be placed in a school employee's personnel file 
by any school system employee, unless and until that school employee is 
presented with the original document and a copy thereof prior to its filing . 

2. Upon receipt of the original document and copy of the same, the school 
employee shall sign the original document as an acknowledgement of the receipt 
of the copy of the document. Such signature shall not be construed as an 
agreement to the contents of the document. 

Rebuttal and Response 

Each school employee shall be given the opportunity to rebut and to respond to a 
document placed in his/her personnel file including but not limited to any document 
placed in such file on or before September 1, 1987. 

1. The rebuttal and response must be in written form and once filed shall be 
attached to the document to which the response and rebuttal applies, and thus 
become a permanent part of the school employee's personnel file as long as the 
document remains a part of the personnel file. 



2. No document or copy thereof, to which a response and rebuttal has been filed , 
shall be used for any purpose whatsoever unless the rebuttal and response or 
copy thereof is attached to the document or copy sought to be used. 

3. A school employee shall have the right to receive proof of any allegations and 
statements contained in a document placed in his/her file that the school 
employee believes to be inaccurate, invalid, or misrepresented. If such proof is 
not presented, the document containing the allegations and statement shall be 
removed from the school employee's personnel file and destroyed. 

If, at any time, the Superintendent takes any personnel action against an employee 
based upon any document that was placed in the employee's file on or before 
September 1 , 1987, the employee shall be given the opportunity to rebut and respond 
to such document. 

Procedure for Filing of Rebuttal and Response 

1. Any rebuttal and response to a document placed in a school employee's 
personnel file shall be filed by the employee within fifteen (15) school days from 
the date on which the school employee signs the document acknowledging its 
receipt. 

2. The school employee may be. granted an additional ten (10) school days for the 
filing of the rebuttal and response, provided the school employee requests such 
an extension in writing addressed to the personnel file custodian within the 
original fifteen-day period. The personnel file custodian's consent to the ten-day 
extension of time shall not be unreasonably withheld. 

3. The rebuttal and response shall be deemed filed by the delivery of the original 
and one copy of the rebuttal and response to the personnel file custodian. The 
personnel file custodian shall then sign and date the original rebuttal and 
response and file the same into the school employee's personnel file. The 
personnel file custodian shall also sign and date a copy of the rebuttal and 
response and return the same to the school employee. 

CONFIDENTIAL INFORMATION 

Certain items in the personnel records of School Board employees shall be 
confidential, including: 



1. The home telephone number of the employee where such employee has chosen 
to have a private or unlisted home telephone number because of the nature of 
his/her occupation with such body. 

2. The home telephone number of the employee where such employee has 
requested that the number be confidential. 

3. The home address of the employee where such employee has requested that the 
address be confidential, except it shall be made available to recognized 
educational groups. 

4. The social security number and financial institution direct deposit information as 
contained in the personnel records of an employee of the §chool Board. 
However, when the employee·•s social security number or financial institution 
direct deposit information is required to be disclosed pursuant to any other 
provision of law, including such purposes as child support enforcement, health 
insurance, retirement reporting, or to officials or employees of the school, School 
Board, Louisiana Department of Education, or Board of Elementary and 
Secondary Education (BESE), in the performance of duties or responsibilities of 
the official or employee, the social security number or financial institution direct 
deposit information of the employee shall be disclosed pursuant to such provision 
of law. 

5. The name and account number of any financial institution to which the public 
employee's wages or salary is directly deposited by an electronic direct deposit 
payroll system or other direct deposit system. 

The above information shall not be divulged to third parties. 

HEALTH AND MEDICAL RECORDS 

An employee's health and medical records are deemed confidential and shall be 
maintained in a separate file apart from the employee's general personnel file. Such 
records will include: 

1. Medical/health records, claim forms, life insurance application, requests for 
payment of benefits and all other health records of an employee and his/her 
dependents enrolled in the Grant Parish School Board adopted insurance plan. 



2. All medical records of an employee, all records of payment of compensation to 
an employee or his/her dependent and other records which would ascertain the 
identity of the injured employee or his/her dependent in a Worker's 
Compensation action. 

3. Medical information obtained as a result of an employee's request for reasonable 
work accommodations due to a disability. 

There may be instances where an employee's medical information will need to be 
made available to certain supervisory personnel , such as where a request for a 
reasonable accommodation has been granted, to inform a supervisor of necessary 
work duties or restrictions due to an on-the-job injury, emergency treatment required 
by the employee, or if specific procedures are needed to aid the employee in case of 
fire or other evacuations. Supervisors, however, shall not have unlimited access to an 
employee's medical file or to information about an employee's medical condition which 
is unnecessary to the performance of the employee's job. 

Medical information may also be made available to third parties as required by law or 
business necessity. For example, the School Board may be required to release such 
information to government officials investigating the School Board's compliance with 
the Americans with Disabilities Act, to state worker's compensation offices in 
accordance with Louisiana worker's compensation laws, or to insurance companies 
where the insurer requires a medical examination before providing health or life 
insurance to employees. 

RELEASE OF PERSONNEL RECORDS PERMITTED 

There are conditions under which personnel records of employees may be released. 
These conditions are: 

1. Personnel records may be released to persons other than the affected employee 
with the written consent of the employee or as required by law or the courts. 

2. Information relating to dependents and beneficiaries of deceased employees. 
Requests for such information may be required to be in writing. 

3. In all cases, an employee shall have unlimited access to any and all information 
contained in or pertaining to his/her own health record. 



DEFINITIONS 

Document means any written or otherwise tangible material intended to be or actually 
used as a part of or any evidence of the work history of any employee including but 
not limited to any and all reports, comments , reprimands, correspondence, 
memoranda, evaluations, observations, and grievances relative to a particular 
employee. 

Personnel file means those file(s) which contain the cumulative collection of any and 
all documents maintained by the school system with respect to each individual 
employee. 

Personnel file custodians (file custodians) means those persons employed by the 
school system charged with the duty of maintaining and preserving the personnel files. 

Third party means any person or entity not regularly employed, or employed under a 
contract by the school system in which the employee is employed. 

PERSONNEL RECORDS - REGULATIONS (Policy GAK-R) 

MAINTENANCE-OF RECORDS 

The school administration maintains a personnel file in the office of the Superintendent 
for each employee it employs. The personnel file includes the following sections: 

1. Evaluation section: The evaluation section shall include all complaints 
against and commendations of the employee, written suggestions for 
corrections and improvements, and evaluation reports made by the 
administration. 

2. Supplementary section: The supplementary section shall include teacher 
certificates, health certificates, standard test scores, academic records, 
pre-employment references, application forms, current address and 
telephone number. 



ADDITIONS TO THE EVALUATION SECTION 

No complaint, commendation, suggestion , or evaluation may be placed in the 
evaluation file unless it meets the following requirements: 

1. The comment is signed by the person making the complaint, 
commendation, suggestion , or evaluation; and 

2. The Superintendent or teacher's principal has notified the teacher by 
letter or in person that the comment is available in the Superintendent's 
office for inspection prior to its placement in the teacher's evaluation 
section. 

The employee may offer a denial or explanation of the complaint, commendation, 
suggestion, or evaluation , and any such denial or explanation shall become a part of 
the teacher's evaluation section. 

GENERAL ACCESS TO THE EMPLOYEE'S PERSONNEL FILE 

Access to an employee's personnel file may be given to the following persons without 
the consent of the teacher: 

The Superintendent, the principal , the employee's supervisor, and a 
School Board member if it relates to his/her duties or responsibilities as a 
Board member. 

No other person may have access to employee's personnel file except under the 
following circumstances: 

1. When the employee gives written consent to the release of his/her 
records. The written consent must specify the records to be released and 
to whom they are to be released. Each request for consent must be 
handled separately; blanket permission for release of information shall 
not be accepted. 

2. When subpoenaed or under court order. 



EMPLOYEE ACCESS TO HIS PERSONNEL FILE 

An employee may have access to his/her own personnel file at all reasonable times, 
i.e. during regular office hours. 

The right to access includes the right to make written objections to any information 
contained in the file. Any written objection must be signed by the employee and it 
shall become part of the personnel file. 

PROCEDURES 

The Superintendent shall be the records manager for personnel files and shall have 
the overall responsibility for maintaining and preserving the confidentiality of personnel 
files. He/she may, however, designate another official to perform the duties of the 
records manager for him/her. 

The records manager is responsible for granting or denying access to records on the 
basis of these regulations. 

PROBATION (Policy GBG) 

TEACHERS 

Upon initial employment with the Grant Parish School Board , teachers shall remain on 
an at-will employment status until they have successfully met the statutory criteria to 
be granted tenure with the school system. During this period , the teacher may be 
terminated by the Superintendent after providing the teacher with written reasons 
therefor and an opportunity to respond within seven (7) days. 

CONTRACT APPOINTEES 

Employees hired under a promotional or performance contract shall not be entitled to 
any probationary period. 



BUS OPERATORS 

Each school bus operator shall serve aprobationary term of three (3) years from the 
date of first employment in the district. During the probationary term, the School 
Board may dismiss or discharge any operator upon the written recommendation of the 
Superintendent, accompanied by valid reasons therefore. 

Any school bus operator found unsatisfactory by the School Board at the expiration of 
the probationary term shall be notified in writing by the School Board that he/she has 
been discharged or dismissed; in the absence of such notification, such probationary 
school bus operator shall automatically become a regular and permanent operator in 
the employ of the School Board. A school bus operator hired on or after July 1, 2012 
shall not be eligible to become a regular and permanent operator. 

SCHOOL EMPLOYEES 

All school employees (those employees who are not teachers or bus operators) shall 
be placed on a six (6) month probationary basis upon employment. Successful 
completion of the probationary period shall in no way convey any expectation of 
continued employment. School employees are hired on an at-will employment basis 
and subject to dismissal by the Superintendent, and shall not be entitled to a hearing 
before the School Board. 

EVALUATION (GB/) 

TEACHERS AND ADMINISTRATORS 

The Grant Parish School Board believes the quality of teaching and learning is directly 
related to the performance of personnel who work in the school district. It is therefore 
the policy of the School Board to appraise the performance of instructional and 
administrative personnel in order to maintain performance at the levels essential for 
effective schools. 

The Superintendent and his/her staff shall have the responsibility for developing, 
monitoring, and maintaining an effective and efficient performance evaluation program 
in accordance with guidelines as found in Regulations for Evaluation and Assessment 
of School Personnel, Bulletin 130, Louisiana Department of Education. The 
observation, evaluation and assessment process shall measure the effectiveness of 
teachers and administrators as to whether they meet the necessary standard of 
performance. 



The process for all observations, evaluations, teacher conferences, and related 
functions shall be conducted in accordance with state requirements, as well as 
regulations and other criteria enumerated in the district's guidelines for Teacher 
Assessment and School Personnel Evaluation. Evaluations shall be conducted 
annually. 

Every effort shall be made by the school system to communicate to position holders 
the general goals of the system, the specific objectives of the position, the plans which 
have been made to support the individual as he/she performs his/her role, the 
standards of performance the system has established , the criteria it will employ in 
assessing performance, as well as components of an intensive assistance program for 
addressing those persons determined to be ineffective. 

Copies of the assessment and evaluation results and any documentation related 
thereto of any school employee retained by the School Board shall be confidential and 
shall not constitute a public record, and shall not be released or shown to any person 
except as provided by state or federal law. 

Should a teacher or administrator not agree with his/her rating , he/she may initiate 
grievance proceedings in accordance with the procedure for resolving conflict adopted 
by the School Board in accordance with La. Rev. Stat. Ann. §17:3883, as contained in 
the School Board 's personnel evaluation plan. 

SELECTION OF STATE ASSESSMENT TEACHERS 

It is the policy of the Grant Parish School Board, in circumstances where an 
appropriate experienced teacher is not available in the new teacher's building, to allow 
the new teacher's principal or immediate supervisor to select an appropriate 
experienced teacher from an in-parish pool of nominees trained and available for 
appointment as an assessment teacher. 

ALL OTHER PERSONNEL 

In an effort to improve the level of job production and skill performance of the 
individual employee, evaluations of support personnel shall be conducted annually. 
Performance evaluations shall be based on an employee's job classification and the 
School Board's adopted standards for the work performed. 



STAFF-STUDENT RELATIONS (GAF) 

All employees shall maintain a professional relationship with students at all times, both 
inside and outside of school. No employee may engage in inappropriate conduct with 
a student at any time, including dating, other romantic involvement, or any conduct of 
a sexual nature. This includes any action of conduct communicated or performed in 
person, in writing, or electronically through such means as a telephone, cell phone, 
computer, or other telecommunication device, and includes text messaging and instant 
messaging. 

CONTRACTS AND COMPENSATION (GBA) 

CONTRACTS 

Contracts of employment between eligible employees and the Grant Parish School 
Board shall be executed for a specified period of time and compensation in 
accordance with state law. Unless otherwise stipulated, all employees shall meet all 
stated position qualifications and/or certification requirements before any contract shall 
become valid. Renewal or issuance, when possible, of contracts of employment, as 
well as dismissal or nonrenewal of contract notices, with the exception of performance 
contracts, shall be issued on or before the last day of each school year, whenever 
possible. 

The execution of an employee contract between the School Board and employee shall 
be legally binding upon both parties. Teachers without tenure shall be required to 
have a written contract. Teachers who have gained tenure may not be required to sign 
a written contract each scholastic year, but shall be required to sign such employment 
contracts at intervals determined by the School Board. The failure of a non-tenured 
teacher to sign a contract for the ensuing school session within the specified time, 
when required, shall be considered as voluntary termination of employment on the part 
of the teacher, unless under extenuating circumstances, an extension is granted by 
the Superintendent. Any subsequent resignation or termination of said contract for 
reasons other than extreme emergencies, as determined by the School Board, shall 
constitute a breach of contract against which legal action may be taken by the School 
Board and the employee dealt with accordingly. The Superintendent shall receive, 
finalize and accept all resignations of all employees. However, the Superintendent at 
the next available meeting shall report said resignations to the School Board. 

The Superintendent shall sign each teacher contract. 



Performance Contracts 

Administrative and supervisory personnel in positions that require certification shall be 
hired under the terms of a performance contract of not less than two (2) nor more than 
four (4) years, except when such employment is for a temporary position. The School 
Board shall make the final decision regarding the length of any such performance 
contract. Prior to the School Board's approval of any initial or subsequent contract 
which involves an employee being or having been promoted to a position with a higher 
salary, the Superintendent shall disclose all terms of the contract to the School Board . 

Termination or non-renewal of any performance contract shall be governed by the 
terms of the contract and applicable law. 

COMPENSATION 

Salary Schedules 

Upon the recommendation of the Superintendent, the School Board shall establish 
salary schedules that shall be used to determine the salaries to be paid to teachers 
and all other school employees. Salaries of all teachers shall be set by the 
Superintendent. The salaries of all personnel are generally based upon an 
established salary schedule and associated regulations; provided , however, that 
salaries may be stated in and controlled by an employment contract. The salaries as 
provided in any salary schedule shall be considered as full compensation for all work 
required and performed within each employee's prescribed scope of duties and 
responsibilities. 

Salary schedules established for teachers , administrators, and other certified school 
personnel shall be based upon the following criteria , with no one criterion accounting 
for more than fifty percent (50%) of the formula used to compute such employees' 
salaries: 

1. Effectiveness, as determined by the performance evaluation program as 
provided in La. Rev. Stat. Ann. §§17:3881 through 3905. 

2. Demand, inclusive of area of certification, particular school need, geographic 
area, and subject area, which may include advanced degree levels. 

3. Experience. 



No teacher or administrator who is rated ineffective pursuant to the School Board 's 
performance evaluation program shall receive a higher salary in the year following the 
evaluation than the teacher/administrator received in the year of the evaluation. 

The amount of the annual salary paid to any employee in any school year shall not be 
reduced below the amount of such salary paid during the previous school year, nor 
shall the amount of the annual salary paid to any employee be reduced at any time 
during an academic year. The limitations on the reduction in the amount of the annual 
salary paid to any employee shall not be applicable to: 

1. The correction of any accounting errors or to a reduction necessitated by the 
elimination of a state program or state funding ; 

2. The reduction of any local salary supplement funded , in whole or in part, from a 
revenue source requiring voter approval , when such voter approval has not been 
obtained; 

3. An employee who has been promoted and subsequently demoted to a lower 
position. In this case, the employee's salary shall return to the salary previously 
received in the lower position from which promoted; or 

4. The elimination, discontinuance, or reorganization of the position to which the 
employee is assigned that results in the employee working fewer hours, days, or 
months. In such a case, the employee's salary for that academic year shall not 
be reduced. After that year, the employee's salary shall be determined in 
accordance with the applicable salary schedule for the employee's position. 

Ordinarily, no teacher shall be placed on the payroll of the school district unless the 
teacher holds a valid certificate as required by law, and a copy of the teacher's 
contract has been filed with the Superintendent. Exceptions may be made only when 
qualified teachers with valid certification are not available for employment. 

Experience Credit 

A year of teaching experience is defined as each scholastic year of employment as a 
certified teacher in public schools within any of the fifty states of the United States of 
America, or within any of its territorial possessions; or as a teacher in a private or 
parochial school, as an employee in a state department of education, or as an 
instructor in an institution of higher learning. All such experience must have been as a 
teacher in an institution or school accredited by one of the recognized regional 
accrediting agencies in the United States of America (e.g., SACS). Experience 



outside the United States of Ame~ica, its territories or possessions must be in an 
institution or school accredited by an accrediting agency recognized by the United 
States of America. 

A year of teaching experience shall be granted if the person was employed for at least 
ninety-one (91) instructional days during one scholastic year, excluding holidays, as 
verified by the Superintendent. However, not more than one (1) year of experience 
shall be granted for a period inclusive of twelve (12) consecutive calendar months. All 
experience must have been on a full-time basis. 

Any teacher holding a valid Louisiana teaching certificate in the public school system 
of Louisiana who has transferred to Louisiana from a public school system of another 
state and who, at the time of such transfer, held a valid teacher's certificate from that 
state, shall be given full credit under the salary schedule for the years of satisfactory 
teaching service previously rendered in the public school system of that state. Credit 
for previous teaching experience shall also be granted to anyone employed who holds 
a valid Louisiana teaching certificate and is employed or has been employed by 
another public school system in the state. 

Advanced Degree 

When a teacher earns additional college credit, is awarded an advanced degree, or 
receives additional training that would result in an increase in salary, said teacher shall 
be paid for the advanced degree or training beginning with the next payroll period after 
all necessary documentation has been received from the Louisiana Department of 
Education. It shall be the responsibility of the employee to assure proper notification is 
given to the Superintendent or his/her designee. 

Retirees 

The salary of any retiree who is reemployed as a full-time teacher shall be based on 
the salary schedule which accounts for all prior years of teaching service and pertinent 
experience. The status of any retiree who is reemployed shall be the same as a 
full-time active employee, subject to all applicable rules, procedures, policies, and 
statutes that apply to all such full-time active employees. 

The retirement of an employee prior to his/her re-employment as a retiree shall 
constitute a break in his/her service with the School Board for purposes of tenure and 
sabbatical leave. The retiree shall not be allowed to carry forward annual leave days 
accumulated by him/her as of the date of his/her retirement, but he/she may carry 
forward accumulated sick leave days provided that he/she has returned to 



employment within five (5) years of his/her last employment as a teacher within the 
school system. A retiree shall have the right to earn additional sick leave and annual 
leave, if applicable, on the same basis as other similarly situated newly hired 
employees while a retiree. 

School Employees 

Compensation for all non-certified .employees shall be based on applicable salary 
schedules or hourly rates established by the Grant Parish School Board with the 
exception that no employee shall receive less than the minimum established by state 
or federal law. 

For the purpose of this subsection, school employee shall mean any employee of the 
School Board who is not required to hold a teacher's certificate as a condition of 
employment, including , but not limited to, bus operator, food service worker, 
paraeducator, custodian , and maintenance personnel. 

COMPENSA T/ON GUIDELINES/OVERTIME (Policy GBAA) 

The Grant Parish School Board , for purposes of accurate and timely wage and salary 
determinations, and in an attempt to ensure consistency and fairness in the application 
and interpretation of federal regulations established in the Fair Labor Standards Act 
(FLSA) , sets forth the following guidelines. 

MINIMUM WAGE 

The minimum wage paid on an hour-by-hour basis to all Grant Parish School Board 
employees whether full or part time, permanent or temporary shall be at least equal to 
the federal minimum wage. 

WORKWEEK 

A workweek is a continuous period of 168 hours in the form of seven consecutive 
24-hour periods. The school system workweek begins at 12:01 a.m. each Monday for 
all employees and consists of seven (7) consecutive days. Each workweek stands 
alone for the purpose of determining overtime pay for nonexempt employees. 



WORK SCHEDULES 

The work schedule for exempt employees such as principals, teachers and others may 
vary as to time of reporting and shall continue until professional responsibilities to 
students, school, and School Board have been completed. Administrative meetings, 
curriculum development, student supervision, assigned duties, parent conferences, 
group or individual planning, extracurricular activities, School Board and Board 
Committee meetings may require hours beyond any stated minimum. The 
Superintendent or his/her designee, consistent with the FLSA and the provisions of 
this policy, shall define work schedules for nonexempt employees. 

SALARIES 

A fixed salary is generally paid to nonexempt employees for hours worked for forty 
(40) hours in a workweek. Nonexempt employees who have a work schedule of fewer 
than forty (40) hours in a workweek shall not be paid overtime compensation unless 
the employee works more than forty (40) hours in a workweek. Such employees shall 
be paid their regular rate of pay for time worked up to forty (40) hours. 

PART-TIME IN DIFFERENT CAPACITY 

Should individuals be employed in one capacity but voluntarily work part time in a 
different capacity on an occasional or sporadic basis, the hours logged in the 
secondary voluntary capacity shall not be counted as hours worked for overtime 
purposes. 

CLASSIFICATION OF EXEMPT OR NONEXEMPT EMPLOYEES 

The Fair Labor Standards Act (FLSA) classifies employees into two (2) groups, as 
follows: 

Exempt - Employees who are not eligible to receive overtime compensation. These 
employees are generally salaried employees whose primary duties are directly related 
to the management or administrative and business functions within the school system. 
Learned professionals, such as teachers, are also classified as exempt. Other exempt 
employees may include, but not be limited to, the Superintendent, directors, level 1 
and level 2 supervisors, principals, assistant principals, and degreed professionals. 

Nonexempt - Employees who are eligible to receive overtime compensation. These 
employees perform work involving repetitive manual operations, such as maintenance 
employees, food service employees, janitors and custodians, bus operators, and 



security personnel. Nonexempt employees may also include office employees who 
perform non-manual labor, such as secretaries, paraprofessionals, nurses, 
data-processing operators and technicians, cafeteria managers and staff, bus 
operators, maintenance staff, accounting and payroll staff. 

Utilizing the provisions of and accompanying regulations implementing the Fair Labor 
Standards Act, the School Board shall classify all employees of the school system as 
exempt or nonexempt for purposes of determining eligibility for overtime 
compensation. 

HOURS WORKED FOR OVERTIME REQUIREMENTS 

Hours worked for nonexempt employees includes all hours during which the individual 
is required to be on duty - generally from the required starting time to normal quitting 
time. Meal periods do not count as hours worked unless the individual is required to 
perform work duties during the meal period. Break periods of twenty (20) minutes or 
longer do not count as work time. Hours worked do not apply to exempt employees. 
Exempt employees are excluded from the overtime requirements and their work 
schedules may include meetings, extracurricular activities, parent conferences, 
planning time and other responsibilities of the position. 

OVERTIME COMPENSATION 

Nonexempt employees who work in excess of forty (40) hours per workweek shall 
earn compensation at one-and-one-half times their regular rate for all hours more than 
forty (40). However, the School Board shall discourage overtime work (more than forty 
(40) hours in a workweek) by nonexempt employees. 

OVERTIME HOURS 

Overtime hours (more than forty (40) hours worked in a workweek) shall be held to a 
minimum consistent with the needs and requirements of sound and orderly 
administration. The Superintendent or his/her designee shall approve all overtime in 
advance. Overtime assignments of nonexempt employees shall be permitted only 
when required by operational necessity. All hours worked by nonexempt employees 
shall be scheduled and duly authorized. Any hours worked by a nonexempt employee 
over forty (40) hours during the workweek shall be authorized in writing and 
documented on the Overtime Request Form by the building principal or department 
head prior to the time the work is performed. Forms authorizing overtime shall be 
signed by the building principal or department head and submitted to the Department 
of Human Resources on a weekly basis. Unauthorized overtime shall not be tolerated. 



All supervisory personnel shall monitor overtime use on a weekly basis and report 
such use to the Superintendent or his/her designee. 

Flexible Time 

Principals, supervisors, or department heads may need to adjust daily schedules of 
nonexempt employees to prevent nonexempt employees working more than forty (40) 
hours in a workweek. 

Recording Overtime Hours 

Accurate and complete time sheets and/or records of the actual hours worked during a 
workweek shall be signed by each nonexempt employee and supervisor and 
submitted with other payroll information to the Department of Human Resources. 

Building principals, department heads and other supervisors shall be subject to 
discipline for allowing nonexempt employees under their supervision to work more 
than forty (40) hours in a workweek without the Superintendent's or his/her designee's 
advance approval. Nonexempt employees shall not be permitted to begin their duties 
prior to their scheduled start time and supervisors shall monitor sign-in procedures to 
prevent such employees performing duties prior to the start time. 

COMPENSATION DURING EMERGENCIES 

Unless a Declaration of Emergency has been issued by the Governor of Louisiana, all 
School Board employees shall be expected to report to work. When a Declaration of 
Emergency has been issued, because of extreme weather or other specified 
emergency situations, employees shall not report to work except as directed by the 
Superintendent or his/her designee, and shall be paid at the rate of pay in force at the 
time of the declared emergency. 

The Superintendent shall be authorized to determine which essential employees may 
be needed to work during any emergency, and in conjunction with members of the 

. supervisory staff, shall identify essential employees by position or title. Upon the 
Declaration of Emergency, all scheduled vacations for designated essential personnel 
shall be canceled. In the event of a school closure due to State of Emergency 
declarations, essential employees required to work during this time may be 
compensated at a rate determined by the Superintendent. Every effort shall be made 
to minimize required work of all employees during the period of a Declared 
Emergency. 



COMPENSATORY TIME OFF 

Nonexempt employees who work more than forty (40) hours during any workweek 
may be provided compensatory time (comp time) off. Compensatory time shall be 
provided at the rate of one and one-half hours for each hour of overtime worked. The 
Superintendent or his/her designee shall approve all compensatory time in advance. 

Compensatory time may be accrued up until 240 hours (160 overtime hours). 
Overtime work beyond this maximum accrual amount shall be paid monetarily. 

Every effort shall be made to permit the use of compensatory time at the time mutually 
agreed upon by the individual and employee's supervisor. Nonexempt employees 
shall be required to use any accumulated compensatory time. However, where the 
individual's absence would unduly disrupt the school system operations, the 
Superintendent retains the right to postpone the usage of any compensatory time. 

Time off for working on an official holiday shall not be considered compensatory time 
off but as a delayed holiday. Employees who are required to work on an announced 
holiday shall be given equal time off within the same fiscal year. 

Non-Exempt employee's record of compensatory time shall be maintained by the 
Department of Human Resources. 

TRAVEL 

Ordinary travel time from home to a work site or a school location or vice versa shall 
not be considered work time. Official travel during an individual's regular working 
hours shall be considered hours worked. 

LEAVE 

Time taken for annual leave, sick leave, leave without pay, or other leave taken for the 
purpose of jury duty, military assignment, or because of death in the family shall not be 
counted as hours worked to determine if a nonexempt employee worked more than 
forty (40) hours in a workweek. 

VOLUNTEERS 

A volunteer shall be defined as an individual who receives no compensation or who is 
paid expenses, reasonable benefits, or a nominal fee to perform the services for which 
the individual volunteered and such services are offered freely and without coercion , 



direct or implied, from the School Board. If an employee of the School Board wishes 
to volunteer, the volunteer services must be different from the services the employee 
is employed to perform. The Superintendent or designee must approve any 
exception. 

EXCLUSIONS FROM OVERTIME PAY REQUIREMENTS 

Executive, administrative, professic;mal and certain computer employees shall be 
identified as exempt from overtime pay if their job duties and salary meet the rules for 
one or more of the categories of exemption provided by the FLSA and the 
implementing regulations. A list of the exempt employees shall be maintained by the 
Department of Human Resources. 

EXEMPT EMPLOYEE DEDUCTIONS 

Deductions from pay shall be permissible when an exempt employee: is absent from 
work for one (1) or more full days for personal reasons other than sickness or 
disability; for absences of one (1) or more full days due to sickness or disability if the 
deduction is made in accordance with a bona fide plan, policy or practice of providing 
compensation for salary lost due to illness; to offset amounts employees receive as 
jury or witness fees, or for military pay; for penalties imposed in good faith for 
infractions of safety rules of major significance; or for unpaid disciplinary suspensions 
of one or more full days imposed in good faith for workplace conduct rule infractions. 
An exempt employee may file a grievance in accordance with the School Board's 
grievance procedure (policy GAE, N,on-Title IX Complaints and Grievances), if there is 
a dispute or objection to deduction from pay. 

RECORD-KEEPING 

Exempt Employees 

The following records shall be kept for each employee: 

• Name and identifying number 
• Home address, including zip code 
• Birth date if the employee is less than nineteen (19) years of age 
• Sex and occupation in which employed 

Teachers shall record daily when they report to work and when they leave work. 



Non-exempt Employees 

The following records shall be kept for each employee: 

• Name and identifying number 
• Birth date, if younger than nineteen (19) years of age 
• Home address, including zip code 
• Sex and occupation 
• Time and day of week when employee's work week begins 
• Hours worked each day 
• Total hours worked each workweek 
• Basis on which employee's wages are paid (e.g. "$6 an hour", "$220 a week") 
• Regular hourly rate 
• Total daily or weekly straight-time earnings 
• Total overtime earnings for the workweek 
• All additions to or deductions from wages paid each pay period 
• Total wages paid each pay period 
• Date of payment and the pay period covered by the payment 

Non-exempt hourly employees shall record daily the time they begin work, take 
breaks, take lunch periods, and when they leave work. Vacation and sick leave days 
should also be recorded. Work periods that are not a minimum of thirty (30) minutes 
shall be reported as hours worked. 

RETENTION OF PAYROLL RECORDS (See also policy DIE, Records Retention) 

Records to be preserved for at least three (3) years: 

• Payroll records 
• Certificates, agreements, plans, notices, etc. (e.g. -contracts, written agreements 

memoranda summarizing the terms of oral agreements) 
• Sales and purchase records 

Records to be preserved for at least two (2) years: 

• Supplementary basic records 
• Basic employment and earnings records 
• Wage rate tables 
• Work time schedules 
• Order, shipping and billing records 
• Records of additions to or deductions from wages paid 



• Records that explain the basis for payment of any wage differential to employees 
of the opposite sex in the same establishment 

SPECIAL SITUATIONS 

Non-exempt employee - cannot volunteer to perform work that is part of their normal 
job duties, for example, a janitor may not volunteer to clean up after school events 
(ball games) without such time counting as hours worked during a workweek. A janitor 
could volunteer to coach an athletic team. An employee who is the parent of a child in 
an activity may volunteer for work similar to their regular duties upon special request 
and permission, and as authorized by the Superintendent or his/her designee. 

Meetings - when authorized or required shall be counted as hours worked for 
nonexempt employees. 

In-Service Training - when authorized or required shall be counted as hours worked 
for nonexempt employees. 

Waiver of Rights - nonexempt employees shall not be allowed to waive their rights 
under Fair Labor Standards Act (FLSA). 

Students - Vocational students performing work as part of a curriculum are students 
and not workers; therefore, wages are not mandatory under FLSA. Students helping 
in office capacities for short periods of time are volunteers and not employees. The 
payment of wages is not mandatory under FLSA. 

Release time - The Superintendent may grant exempt employees release time from 
their duties in the event of required extended periods of duty due to extreme 
emergencies such as some natural disasters or man-made disasters. Such release 
time may not affect the orderly operation of the school system. 

Flexible time (flex time) - A principal, supervisor, or department head may adjust the 
hours and schedule of a nonexempt employee within a workweek to avoid an 
employee working more than forty (40) hours in a workweek. An employee may be 
given a different reporting time or quitting time due to a scheduled evening 
requirement during the workweek. 

ACKNOWLEDGMENT OF POLICY 

Employees shall be provided a copy of this policy and be required to sign a statement 
to acknowledge their receipt of the policy. 



DRESS AND APPEARANCE OF SCHOOL PERSONNEL (Policy GAMB) 

First and foremost, all personnel in the Grant Parish School System are expected to 
dress in a professional manner, It shall be the policy of the Grant Parish School Board 
that the following regulations shall constitute the dress code for school personnel, 
including administrators, teachers, paraprofessionals, aides, secretaries, substitutes, 
and central office personnel. The dress for all other personnel shall be determined by 
the principal. 

DRESS AND PERSONAL GROOMING 

Employees are expected to be guided in their grooming habits by what is most 
generally accepted in the business and professional world. Employee dress and 
grooming shall not detract from the learning/educational environment of students' 
participation in classes, school programs or other school-related activities. Extremes 
in style and fit in employee dress and extremes in style of grooming shall not be 
permitted. Building administrators and principals shall be authorized to use their 
discretion in determining extremes in styles of dress and grooming and what is 
appropriate and suitable for School Board employees. No employees shall wear, 
possess, use, distribute, display, or sell any clothing , jewelry, emblem, blade, symbols, 
sign, or other things which are affiliated with drugs, alcohol, violence, or gang-related 
activities. Policies regarding dress and grooming stress the importance of reducing 
distractions that inhibit learning and are addressed in an attempt to enhance the 
learning environment. 

The School Board shall not discriminate against an employee on the basis of a 
natural, protective or cultural hairstyle. Natural, protective, or cultural hairstyle shall 
include, but is not limited to, afros, dreadlocks, twists, lacs, braids, cornrow braids, 
Bantu knots, curls, and hair styled to protect hair texture or for cultural significance. 

• Beards and mustaches shall be well-groomed. 

• Shirts shall be professional in appearance -- ties optional. 

• Belts shall be required if pants have loops; suspenders may be worn in place of a 
belt. 



Women: 

• All dress attire shall be professional in appearance. 

• Tank shirts, see-through blouses, sundresses, tight pants and bare midriffs shall 
not be permitted. 

• Skirts shall be no shorter than the width of a dollar bill from the top of the 
kneecap. 

• Pants styles change constantly, but they shall not come above the top of the 
kneecap nor be tight. 

Men and Women: 

• Clothing shall not be too tight, short or revealing. 

• Clothing shall be professional in appearance, neat, clean, and appropriate for 
each individual job description. 

• Hair shall be neat, clean and well-groomed. No distracting cuts or colors shall be 
allowed. 

• The wearing of jeans shall be limited and at the discretion of the principal. 

• Only school logo T-shirts are appropriate. 

• Shoes shall be appropriate. No foam , beach style, plastic, rubber or athletic flip 
flops allowed. 

• Tattoos shall not be visible . 

• Body piercing, with the exception of women's earrings, shall not be allowed. 

• Dress regulations for bus operators and custodians shall be determined by the 
principals. 

• Exceptions to these rules may be made by the principals for special occasions. 
Non-compliance may result in administrative action up to and including 
recommendation for termination. 



ELECTRONIC COMMUNICATIONS BETWEEN EMPLOYEES AND STUDENTS 
(Policy GAMIA) 

The Grant Parish School Board shall require that all comm1.mications between 
employees and students be appropriate and in accordance with state law. All 
electronic or any other communications by employees to students at any time shall be 
expected to be professional, acceptable in content to any reasonable person, and 
limited to information that is school-related or is acceptable to both student and parent. 

All electronic communication, including electronic mail, by an employee to any student 
enrolled in a public school in this school district relative to the educational services 
provided to the student shall use a means provided by or otherwise made available by 
the school system for this purpose and the School Board shall prohibit the use of all 
such system means to electronically communicate with a student for a purpose not 
related to such educational services, except communication with an immediate family 
member if such communication is specifically authorized by the School Board. 

Any electronic communication made by an employee to any student enrolled in a 
public school in this school district or that is received by an employee from any student 
enrolled in a public school in this school district using a means other than one 
provided by or made available by the school system shall be reported by the employee 
in a manner deemed appropriate by the School Board. Records of any such reported 
communication shall be maintained by the School Board for a period of at least one (1) 
year. 

The School Board may authorize a school principal , or his/her designee, to permit an 
employee at the school to contact one or more specifically identified students enrolled 
at the school and be contacted by such student or students using a means other than 
one provided by or made available by the school, provided the employee has 
requested and received permission from the principal , or his/her designee, to do so 
and has provided documentation in writing to the principal, or his/her designee, stating 
the purpose or purposes for such contact. Such purposes may include but need not 
be limited to necessary communications relative to extracurricular activities, student 
athletic activities, community-based youth activities such as scouting, and faith-based 
activities such as a youth group sponsored by a religious organization. 

DEFINITIONS 

1. Electronic Communication includes any direct communication facilitated by voice 
or text-based telecommunication devices, or both, computers, as well as those 



devices that facilitate indirect communication using an intermediate method, 
including but not limited to Internet-based social networks. It shall also include 
transfer of signs, signals, writing , images, sounds, data, or intelligence of any 
nature in whole or in part by wire, radio, electromagnetic, photoelectric, or 
photo-optical system and pertains to both personal and School Board issued 
devices. 

2. Electronic mail - the transmission of text-based information or communication by 
use of the Internet, computers, a facsimile machine, a pager, a cellular 
telephone, a video recorder, or any other electronic device or means sent to a 
person identified by a unique address or address number and received by that 
person. 

3. Computers - pertains to any and all computers . 

4. Social networks - locations on the Internet where users may interact with other 
users -- examples are Facebook, MySpace, YouTube, and other social networks 
sites available on the internet. 

5. Improper or inappropriate communications - any communication between 
employee and student, regardless of who initiates the communication, that may 
be viewed as derogatory, sexual or lewd in content, threatening or harassing , 
discriminatory, simple fraternization, or suggestive in nature. 

NOTIFICATION 

The School Board shall ensure that at the beginning of each school year each 
employee, student, and parent, or other person responsible for a student's attendance, 
be notified of the provisions of this policy and any related procedures or practices 
regarding communications between employees and students. 

The parent or other person responsible for a student's attendance shall also be 
notified of his/her right to request that his/her child not be contacted through electronic 
communication by any school employee unless the purpose of such communication is 
directly related to the child 's educational services and is sent to and received by more 
than one student at the school. 



INAPPROPRIATE COMMUNICATIONS 

The School Board is aware that the reputations and careers of students and educators 
have been damaged due to inappropriate communications between parties. 
Therefore, it is the intent of the Grant Parish School Board to make all employees and 
students aware of the expectations and procedures of the school system and the 
School Board in regard to proper use of all telecommunication devices and computers 
if used to communicate with one another. The policy is not intended to limit the use of 
technology as an effective teaching tool. 

In addition to reporting communication to or from students not made through the 
means provided by the school system, employees must report to their supervisor at 
the first opportunity available, any student-initiated communication that may be 
construed as inappropriate. 

Employees shall be required to comply with all policies, procedures, and practices 
established by the School Board regarding direct communications with a student, and 
any failure to do so may result in disciplinary action, up to and including termination of 
employment. Extreme circumstances may constitute willful neglect of duty. Should 
an employee's failure to comply also violate state or federal law, the Superintendent or 
his/her designee shall report such violation to the proper authorities. 

Violations 

1. Any violation of this policy shall be immediately investigated by the employee's 
supervisor. The investigation ·shall include dates, the name of the person 
reporting the allegation, and the specific allegation made. 

2. The supervisor shall meet with the employee to document his/her response to 
the allegation. The employee shall be required to cooperate fully with the 
investigation. 

3. All information of the investigation shall be provided to the Superintendent and 
the Personnel Director by the supervisor. 

Violations of this policy or any implementing regulations or procedures may result in 
discipline of the employee up to and including termination of employment in 
accordance with School Board policy. 



RECORDING BY ELECTRONIC MEANS (Policy GAMJ) 

Grant Parish School Board employees are prohibited from audiotaping, videotaping, or 
any other recording by electronic means, any conference, meeting, telephone or 
face-to-face conversation or other exchange while on the premises of a Grant Parish 
School Board facility, unless they expressly notify all persons in attendance, or a party 
to said conference, meeting, or conversation of such intent to record in advance. 

Any employee violating this policy will be subject to disciplinary action. 

EMPLOYEE DRUG TESTING - GENERAL EMPLOYEES (Policy GAMEA) 

Grant Parish School Board believes in and is committed to providing a safe workplace 
by establishing policies promoting high standards of health and safety. In keeping with 
this objective, it is Grant Parish School Board's intent to maintain a drug/alcohol-free 
workplace and workforce. 

All employees are expected to report to work in a physical and emotional condition 
that allows them to perform their assigned tasks in a competent and safe manner. 
Therefore, the use, abuse, presence in the body or reporting to work under the 
influence of alcohol, drugs or other impairing substances by an employee is strictly 
prohibited. These scenarios limit the ability of the user to exercise good judgment, to 
react properly in unexpected situations or to perform tasks safely and efficiently. They 
endanger not only that employee, but also coworkers, the public and property. 

Everyone shares responsibility for maintaining a safe work environment. Employees 
with drug/alcohol problems are encouraged to seek early assistance from an approved 
counseling/rehabilitation program. The goal of this policy is to provide a safe, 
productive and healthful working environment for employees of Grant Parish School 
Board while maintaining respect for individual privacy rights and confidentiality. 

STATEMENT OF POLICY PURPOSES 

Grant Parish School Board recognizes the problem of drug/alcohol abuse in today's 
society. In addition, substance abuse is a serious threat (to the abusing employee, 
staff, and the public). Though employees may be required by a physician to use 
prescription drugs, abuse of prescribed medications shall be handled the same as the 
abuse of illegal substances. Therefore, this workplace drug testing policy shall be 



established to ensure to the extent possible that the work sites operated by the Grant 
Parish School Board shall have a drug/alcohol-free environment. 

Objectives of this policy include: 

1. To assist in maintaining a safe and healthful working environment for employees 
of Grant Parish School Board : 

2. To maintain a drug/alcohol-free workplace and workforce. 

3. To inform employees of the availability of counseling, rehabilitation , and 
employee assistance programs. 

4. To prevent accidental injuries or deaths and to protect property. 

5. To minimize absenteeism and tardiness, to improve productivity and to ensure 
quality workmanship. 

6. To protect the reputation of Grant Parish School Board and its employees within 
the community. 

7. To maintain respect for individual privacy rights and confidentiality through fair 
and reasonable procedures and protocols. 

GUIDELINES 

1. Violations of Policy 

At any time employees are on School Board premises or on School Board 
business, the following activities are strictly prohibited: the illegal use of any 
drug, narcotic or controlled substance; the possession, transit, transfer or 
purchase of illegal or unauthorized drugs; the use, abuse, presence in the body 
or reporting to work under the influence of drugs/alcohol or other intoxicants; the 
sale of illegal or unauthorized drugs or substances or drug-related paraphernalia . 
Any employee in violation of this policy is subject to disciplinary action , including 
immediate discharge. Depending on the circumstances, other action , including 
notification of appropriate law enforcement agencies, may be taken against any 
employee who violates this policy. 



2. Definitions 

For the purpose of this policy, School Board premises shall encompass all Grant 
Parish School Board property or any other site used for the performance of work 
done in connection with employment by the School Board. 

For the purpose of this policy, employees are on School Board business 
whenever on duty and under Grant Parish School Board's control , whether at 
other worksites or during transit to and from those worksites or while in the 
course and scope of Grant Parish School Board's employment or pay status. 

For the purpose and application of this policy, employees shall include all 
full-time , part-time, contract, and temporary workers. This policy equally applies 
to all employees. Compliance with this policy shall be required as a condition of 
continued employment for all employees. 

3. Drug Classification 

The prohibitions addressed by this policy pertain to, but are not limited by, the 
following overview of drugs/alcohol. Their presence, or the presence of any 
other illegal or unauthorized drug in the employee in any detectable amount 
(unless stipulated) while working , shall be prohibited. 

A. Illegal Drugs, Unauthorized Controlled Substances, Look-a-Likes, 
Inhalants of Abuse, Designer and Synthetic Drugs. These include, but are 
not limited to, central nervous system stimulants such as cocaine and 
amphetamines; hallucinogens; PCP or Phencyclidine; narcotic analgesics 
as found in opium (like morphine and codeine) or opium derivatives 
(heroin); inhalants from volatile solvents like glue, paint or gasoline or from 
aerosols like hair sprays, deodorants or insecticides or from anesthetic 
gases like ether, chloroform or amyl nitrate; cannabis such as found in 
marijuana, hashish or has oil. 

B. Unauthorized Use of Intoxicating Beverages. An employee who tests 
positive during a post-accident; or just cause/post-incident alcohol 
screening shall be in violation of this policy. 

C. Prescription Drugs (Legally Controlled Substances) and Off-The-Shelf 
Medicines. The use of off-the-shelf drugs/medicines or those prescribed 
by a licensed physician for a given employee is permitted ,.provided work 



performance is not affected, under the following conditions: employees 
must only possess a reasonable amount of medication; employees must 
not consume prescribed drugs more often than prescribed by their doctor 
and employees must not allow any other person to consume their 
prescribed drugs. 

4. Circumstances for Workplace Drug Testing 

Grant Parish School Board reserves the right in certain circumstances to require 
employees to submit to drug testing to determine the presence of illegal or 
unauthorized drugs/alcohol or other substances prohibited by this policy. Each 
employee so tested shall be required to provide written consent prior to testing. 
All testing shall be performed with concern for each employee's personal privacy, 
dignity and confidentiality. The test results shall be disclosed on a need-to-know 
basis in order to administer the policy or as may be legally required. 

Substance abuse/alcohol tests may be administered for employees on the 
following grounds: 

A. Pre-employment; 
8. Return-to-duty; 
C. Reasonable suspicion; 
D. Post-accident; 
E. Random; 
F. As otherwise allowed by law. 

5. Notice of Grounds for Termination or Disciplinary Action for Violations of 
Workplace Substance Abuse Policy 

A. Employee Request for Help. No employee's job shall be placed in 
jeopardy, nor shall any employee be subject to disciplinary action for 
voluntarily requesting help for alcohol and other drug addictions. 
However, a request for assistance shall not excuse an employee from a 
policy violation immediately prior to or while an actual drug screen is being 
conducted or after the screen has been completed. 

8. Failure to Comply. Failure to comply with the provisions of this policy, 
including not submitting to required medical examinations or tests when 
requested to do so, constitutes a policy violation and shall be considered 
grounds for disciplinary action. Termination or suspension without pay 



from employment may occur even for a first offense, except as otherwise 
provided in this policy. 

C. Substance Abuse Violations. 

1. Illegal Drug Use. Any employee found in violation of this policy due 
to the use, abuse, presence in the body or reporting to work under 
the influence of illegal drugs or the bringing of illegal drugs onto 
Grant Parish School Board's premises; the use, possession , transit, 
transfer, storag~. concealment, promotion, sale or attempt to sell 
any form of illegal drugs or substances while on School Board 
premises or on School Board business, at any time during the 
hours between the beginning and ending of the employee's work 
day; or the possession or sale or attempt to sell drug-related 
paraphernalia shall be subject to disciplinary action , up to and 
including termination . 

2. Alcohol Abuse. Any employee who is under the influence of 
alcoholic beverages (any detectable amount) at any time while on 
School Board premises, on School Board business or at any time 
during the hours between the beginning and ending of the 
employee's work day shall be in violation of this pol icy and is 
subject to disciplinary action , up to and including termination. 

6. Counseling/Rehabilitation Programs 

Employees with drug/alcohol problems shall be encouraged to seek early 
assistance from an approved counseling/rehabilitation program. Any employee 
participating in such a program shall be expected to maintain satisfactory job 
performance while doing so. Confidentiality, in accordance with Grant Parish 
School Board's policies, shall be followed regard ing a rehabilitation program. If 
an employee must be away from work to receive treatment under a prescribed 
rehabilitation program, the employee's absences shall be handled according to 
existing School Board policies regarding sick leave or leave of absence. 
Employees shall be responsible for all costs associated with such 
counseling/rehabilitation programs. 



DISCIPLINE 

Employees found to be under the influence of alcohol or illegal drugs at work shall be 
immediately removed from their work assignments. Continued employment of 
individuals with problems resulting from the use of alcohol or drugs shall depend on 
the seriousness of the condition and the employee's willingness to seek and respond 
to treatment. Any employee found to be selling or distributing unauthorized drugs or 
alcohol shall be subject to immediate termination. 

TRANSPORTATION EMPLOYEE DRUG TESTING (GAMEB) 

The Grant Parish School System recognizes the need to ensure both employees and 
students with a drug-free environment. With this in mind, the following drug-free 
workplace guidelines for employees have been established: 

1. The Grant Parish School Board under the direction of the Superintendent 
will implement procedures to make all employees aware of the dangers of 
drug abuse in the workplace; the School System's policy of maintaining a 
drug-free workplace; the penalties for violation of the drug-free policy; the 
programs available to employees who seek assistance with alcohol or 
other drug abuse problems. 

2. Any employee who has an alcohol or other drug abuse problem, which they 
feel may affect work performance, is encouraged to seek voluntary 
counseling or professional assistance. Any information provided by the 
employee concerning this matter shall be deemed strictly confidential. 
Upon the first request, any accumulated sick days or leave without pay 
may be used for this professional assistance. Future requests shall be 
evaluated as needed. Due process procedures for dismissal shall be held 
for all employees where inadequate job performance has been 
documented. 



3. The unlawful manufacturing, distribution, dispensing, possession, or use of 
intoxicants, drugs or controlled substances by an employee while on the 
job, or on school system property or on school system buses or other 
school system vehicles shall result in immediate suspension without pay 
and recommendation for job termination. Any illegal substances found in 
such circumstances shall be turned over to the appropriate law 
enforcement agency. 

4. All employees shall be given a copy of this policy and shall be thereby 
notified that any employee who is engaged in the performance of his/her 
duties under a federal mandated drug and alcohol testing program shall , as 
a condition of employment, agree to abide by the terms of this policy and 
shall further agree to notify the Superintendent's Office of any criminal drug 
statute conviction for a violation occurring in the workplace no later than 
five (5) days after such conviction. The Superintendent or his/her 
Designee shall notify the granting agency within ten (10) days after 
receiving notice from an employee of such conviction and shall implement 
the terms of this policy within thirty (30) days of the conviction. 

5. The Grant Parish School Board shall in good faith make every effort to 
continue to maintain a drug-free workplace. 

6. The Grant Parish School Board has placed in effect a testing program , 
which conforms to all requirements issued by the United States 
Department of Transportation and outlined in 49 CFR 40. A copy of the 
entire plan is available to all employees to read by contacting the 
Transportation Department of the Grant Parish School Board. 

To accomplish this purpose Grant Parish School Board does hereby declare that the 
possession, use, distribution or sale of illegal drugs on Grant Parish School Board 
premises and all work locations by an employee and/or the reporting for work in a 
condition caused by off-duty use of drugs, alcohol , or a condition caused by off-duty 
use of drugs, alcohol, or controlled substances, which detrimentally affects his or her 
ability to perform work, shall be deemed in violation of this policy, and subjects such 
employee to disciplinary action. 



HEALTH EXAMINATIONS, ALCOHOL AND DRUG TESTING FOR DRIVERS 
REQUIRED TO HAVE A COMMERCIAL DRIVER'S LICENSE 

Health Examinations 

All regular, substitute and activity bus drivers employed by the Grant Parish School 
Board shall have a physical examination at least annually and prior to operating a bus. 
Drivers shall submit a certificate from a School Board approved licensed physician 
stating that the operator has been examined and is free from any ailment, disease, or 
defect that would adversely affect his/her ability to safely operate a school bus. Such 
a certificate should be submitted within fifteen (15) days prior to the opening of school. 
The Board shall authorize reimbursement for such examination, consistent with a 
regularly established schedule, if applicable. 

Alcohol and Drug Testing for Drivers Required to Have a Commercial Driver's License: 

This policy provides for compliance with the Omnibus Transportation Employee 
Testing Act of 1991 and Federal Motor Carrier Safety Regulations and future 
amendments. 

This policy applies to all drivers employed by the Grant Parish School Board who are 
required to obtain and maintain a commercial driver's license (CDL) to perform their 
duties. The testing requirements apply to driver applicants, driver employees and 
contract drivers. A driver is covered if, at any point during the year, the driver operates 
a vehicle for which the operator must have a commercial driver's license when 
operating the vehicle, such as a school bus. 



I. Required Tests 

An applicant or employee in a covered function is subject to the 
following required tests: pre-employment, post-accident, reasonable 
suspicion or cause, random, return-to-work, follow-up test. 

A. Post-accident testing is required after an accident during the 
course and scope of employment in which one or more of the 
following occurs: 

1. A loss of human life; 

2. An individual involved in the accident must be treated 
away from the scene for an injury received in the 
accident; 

3. The driver/employee receives a citation for a moving 
violation from the police officer handling the accident; 
and/or • 

4. A vehicle is required to be towed from the scene. 

B. When an employee is ordered for drug and/or alcohol testing, 
he/she must immediately proceed to the site designated by the 
supervisor using the shortest route available. Failure to do so 
is treated as refusal to take the test and results in disciplinary 
action, up to and including recommendation for termination 
from the safety sensitive function (driving). 



C. Employees are required to cooperate fully with the 
drug-testing agency employed by the Grant Parish School 
Board for drug and/or alcohol testing purposes. Refusal to 
submit to drug and/or alcohol testing, or attempts to obstruct 
the testing is treated the same as if the employee had tested 
at 0.02 or greater for alcohol or had tested positive for drugs. 
The following are examples of conduct that are treated as a 
refusal: 

1. Failure to provide adequate breath for testing when 
required without a valid medical explanation ; 

2. Engaging in conduct that clearly obstructs the testing 
process; 

3. Leaving the scene of an accident before being tested 
( except, for example, when necessary to receive 
medical treatment); and/or 

4. Not being reasonably available for a test or failure to 
sign the alcohol testing form . 



11. Consequences of Positive Test Results 

A. Applicants: Job applicants are denied employment with the 
Grant Parish School Board if their test results are positive on a 
pre-employment drug/alcohol test. 

B. Employees: If an employee's test results are positive on a 
random, post-accident or reasonable cause drug/alcohol test, 
the employee is subject to disciplinary action as set forth in 
Board policy. 

C. Retest of a positive drug result: An applicant or an employee 
has the right to a retest of the split specimen ; at employee's or 
applicant's expense, within seventy-two (72) hours after the 
notification by the Medical Review Officer that the results are 
positive. 



.

Ill. Department of Transportation 

A. Alcohol: 49 CFR 382 requires an employer to remove from 
the covered function (driving) and refer to a substance abuse 
professional, any employee that tests positive (0.04) and 
removal from the covered function any employee that tests 
0.02 to less than 0 .04 for at least twenty-four (24) hours after 
his/her present shift has ended. 

1. No employee whose duties require a Commercial 
Driver's License may use alcohol for at least six (6) 
hours prior to operating the vehicle on duty. 

2. No employee required to take a post-accident alcohol 
test may use alcohol for eight (8) hours following the 
accident, or until he/she undergoes a post-accident 
alcohol test, whichever occurs first. 

B. Controlled Substances: 49 CFR 382 requires an employer to 
remove from the covered function (driving) any employee who 
has a positive test result. 

C. Refusal to Test: A driver who refuses to submit to a 
post-accident, random, reasonable suspicion or follow-up 
controlled substance or alcohol test shall not remain on duty. 



IV. Grant Parish School Board's Disciplinary Action 

A. Alcohol: 0.02 or positive results: 

1. Any employee testing 0.02 or higher on an alcohol 
test is removed from the covered position (driving) 
and referred to a substance abuse professional. The 
employee shall be recommended for termination from 
his/her safety sensitive function (driving). 

2. The Board will provide transportation for any driver 
testing above 0.02. 

B. Controlled Substances: Any employee whose test results are 
positive shall be removed from the covered function (driving) 
and referred to a substance abuse professional. The 
employee shall be recommended for termination from the 
safety sensitive function (driving). 



DRUG - FREE WORKPLACE (Policy GAMD) 

Grant Parish School Board is dedicated to providing and maintaining a drug-free 
workplace as defined in the Drug-Free Workplace Act of 1988. Unlawful manufacture, 
distribution, dispensing, possession ; or use of a controlled substance in or on School 
Board property presents serious risks and problems for employees with resulting 
negative effects on students, co-workers , and the public. The intent of this policy is to 
prohibit unlawful actions related to illegal controlled substances in the workplace by 
employees. 

The Grant Parish School Board recognizes that alcohol abuse and drug use pose a 
significant threat to the goals of the School Board. The Grant Parish School Board 
has established policies that balance respect for individuals with the need to maintain 
an alcohol and drug-free environment. 

• This policy recognizes that employee involvement with alcohol and other drugs 
can be very disruptive, adversely affect the quality of work and performance of 
employees, pose serious health risks to users and others, and have a negative 
impact on productivity and morale. 

• The School Board has no intention of interfering with the private lives of its 
employees unless involvement with alcohol and other drugs off the job affects job 
performance or public safety. 

• As a condition of employment, the School Board requires that employees adhere 
to a strict policy regarding the use and possession of drugs and alcohol. 

• The School Board encourages employees to voluntarily seek help with drug and 
alcohol problems. 

DRUG-FREE WORKPLACE CERTIFICATION 

In order for Grant Parish School Board to meet the requirements for certification that 
are required by the Drug-Free Workplace Act of 1988, Subpart F34 CFR Part 84 ,, the 
School Board shall : 

1. Publish this document as a statement notifying employees that the unlawful 
manufacture, distribution, dispensing, possession , or use of a controlled 
substance is prohibited in the workplace and specific actions will be taken 



against employees for violation of such prohibition. 

2. Establish a drug-free awareness program to inform employees about: 

A. the dangers of drug abuse in the workplace 

B. the policy of maintaining a drug-free workplace 

C. the availability of drug counseling, rehabilitation , and employee assistance 
program 

D. the penalties that may be imposed upon employees if drug abuse 
violations occur in the workplace 

3. Make it a requirement that each employee who is engaged by the Grant Parish 
School Board be given a copy of this policy and sign a document yearly that 
he/she has read and received this document. 

4. Notify all regular employees and substitute employees in the statement required 
by paragraph (1) that, as a condition of employment, the employee shall : 

A. abide by the terms of the statement 

B. notify the School Board of any criminal drug statute conviction for violation 
occurring in the workplace no later than five (5) days after such conviction 

5. Notify the appropriate federal agency within ten (10) days after receiving notice 
under subparagraph (4) (B) from an employee or otherwise receive actual notice 
of such conviction. 

6. Take appropriate personnel action against such an employee up to and including 
termination, within thirty (30) days of receiving notice under subparagraph (4) (B) 
with respect to any employee who is so convicted. 

7. Any person convicted of a drug-related offense outside of the workplace shall 
have his/her employment terminated. 

8. Make a good faith effort to continue to maintain a drug-free workplace through 
implementation of the above criteria. 



(The term "workplace" for the purpose of this Drug-Free Workplace policy and for 
certification that Grant Parish School Board maintains a drug-free workplace shall 
mean any Grant Parish School Board property or any other site used for the 
performance of work done in connection with employment by the School Board.) 

COVERED WORKERS AND APPLICABILITY 

Any individual who conducts business for the School Board , is applying for a position , 
or is conducting business on the School Board's property is covered by this and other 
related substance abuse policies. The policy includes, but is not limited to exempt and 
non-exempt employees. This policy is intended to apply whenever anyone is 
representing or conducting business for the School Board. Therefore, this policy 
applies during all working hours, whenever conducting business or representing the 
School Board, and while on School Board premises. 

TYPES OF TESTING 

Substance abuse/alcohol tests may be administered for employees on the following 
grounds: 

1. Pre-employment; 
2. Return-to-duty; 
3. Reasonable suspicion; 
4. Post-accident; 
5. Random; 
6. As otherwise allowed by law. 

DISCIPLINE 

Employees found to be under the influence of alcohol or illegal drugs at work shall be 
immediately removed from their assignments. Continued employment of individuals 
with problems resulting from the use of alcohol or drugs shall depend on the 
seriousness of the condition and the employee's willingness to seek and respond to 
treatment. Any employee found to be selling or distributing unauthorized drugs or 
alcohol shall be subject to immediate termination. 



INVEST/GA TIONS (Policy GAMC) 

GENERAL INVESTIGATIONS 

Concerns about serious situations or conditions within the school system should be 
reported to the Superintendent or his/her designee. Should the Superintendent 
determine that the situation/condition warrants investigation, he/she shall have the 
matter investigated by appointing appropriate staff personnel (one or more persons) to 
make the necessary inquiries. At the conclusion of their investigation, a report shall be 
prepared for submission to the Supe_rintendent. 

No School Board member shall participate in any investigation undertaken in the. 
school system. 

In any investigation into incidents involving accidents or injuries to students or 
employees, or involving student misconduct, or the competence, honesty or 
performance of duties of employees, all employees of the Grant Parish School Board 
shall, upon reasonable request by the Superintendent or his/her designee, give a 
statement of the facts and circumstances within the employee's knowledge, or an 
accounting of the employee's conduct concerning the circumstances which are the 
subject of the investigation or are related to the matter being investigated. 

If deemed appropriate by the Superintendent or his/her designee in the conduct of 
such investigation, employees shall, upon reasonable notification, appear at the 
offices of the Superintendent or at such other suitable location within the parish as 
might be appropriate and convenient in the investigation. 

During any such employee interview, the employee may have legal representation if 
desired by the employee, but said representation shall be at no cost to the Grant 
Parish School Board. 

PUBLIC ANNOUNCEMENT OF EMPLOYEE DISCIPLINE 

The Grant Parish School Board, in accordance with state law, shall provide for an 
investigation of an employee, in cases where the School Board has made a public 
announcement that an employee may be disciplined, whether or not there is an 
accompanying reduction in pay. The investigation shall proceed as outlined below 
under Investigation Procedures. Not later than thirty (30) days after the conclusion of 
the investigation and prior to any disciplinary action, the employee may appear, if 
he/she so determines, before the School Board in open session and be given a 



reasonable time, as determined by the School Board, to comment on the investigation 
and any actions taken or proposed to be taken involving the employee. 

These provisions shall not be applicable to any reduction of personnel initiated by the 
Superintendent. 

IMPERMISSIBLE CORPORAL PUNISHMENT OR MORAL OFFENSES 

If an employee is accused of impermissible corporal punishment, or of a moral offense 
involving a student, a prompt, thorough investigation shall be conducted by the 
Superintendent or designee. The investigation shall proceed as outlined below under 
Investigation Procedures. A written report of the results of the investigation shall be 
prepared, and the employee shall be provided with a copy of such report. The 
Superintendent may promulgate such administrative regulations and procedures as 
he/she deems necessary to implement this policy. Any employee found to have 
violated the provisions of School Board policy shall be disciplined by such means as 
appropriate to the incident, including reprimand, suspension, termination, and/or 
referral to the local child protection a_gency/law enforcement. 

If the allegation falls within the definition of abuse as defined in state law, then all 
school employees with knowledge of such incidents become mandatory reporters and 
the allegations must be reported to child protection or law enforcement as provided by 
state law and School Board policy (see policy JGCE, Child Abuse). Such reporting 
shall be made and applied in conjunction with the procedures outlined in this policy. 

TITLE IX SEXUAL HARASSMENT INVESTIGATIONS 

Any investigation of sexual harassment under Title IX of the Education Amendments 
of 1972 (Title IX) and Part 106 of Title 34 of the United States Code of Federal 
Regulations shall be conducted in accordance with the procedures developed and 
maintained by the Superintendent or his/her designee under the provisions of policy 
JAAA, Title IX Sexual Harassment. 

INVESTIGATION PROCEDURES 

Notwithstanding any, statute or other School Board policy, any complaint relative to 
employee conduct shall be handled as follows: 

1. The Superintendent or his/her designee may order such investigation to be 
conducted in each instance as is warranted by the circumstances, and shall 



conduct an investigation when required by law or School Board policy. 

2. The investigation shall be conducted by the Superintendent or his/her designee. 
These rules contemplate informal but thorough investigations, affording all 
interested persons and their representatives , if any, an opportunity to submit 
evidence relevant to the complaint. Staff members or students may be 
interviewed if it is deemed essential to the investigation. 

3. The Superintendent or his/her designee shall confer with each accused 
employee's immediate supervisor concerning the results of the investigation and 
the immediate supervisor shall discuss the matter with the employee. 

4. A written determination as to the validity of the complaint and a description of the 
resolution , if any, shall be issued by the Superintendent or his/her designee and 
a copy forwarded to the complainant no later than (30) days after its filing. 

5. If a complaint is substantiated , the Superintendent shall consider appropriate 
disciplinary action which may be taken in accordance with School Board policy, 
which may include termination. Any disciplinary action shall be placed in the 
offender's personnel file which will reflect the action taken and the grounds 
thereof. 

CONFIDENTIALITY 

The School Board shall attempt to protect the privacy of the complainant and the 
respondent, but confidentiality is not guaranteed. Information regarding the complaint 
and identities of complainants , respondents , and witnesses may be revealed as 
permitted or required by law, and as is necessary to conduct the investigation and 
enforce the consequences of the investigation. 

NON-TITLE IX COMPLAINTS AND GRIEVANCES (Policy GAE) 

Any employee of the Grant Parish School Board shall have the right to appeal the 
application of policies and administrative decisions affecting him/her. The employee 
shall be assured freedom from restraint, interference, coercion , discrimination , or 
reprisal in presenting his/her appeal with respect to a personal grievance. 

This policy shall not apply to sexual harassment complaints made pursuant to Title IX 
of the Education Amendments of 1972 (Title IX) and Part 106 of Title 34 of the United 



States Code of Federal Regulations·. Any such Title IX complaints shall be subject to 
the Grievance Procedure developed and maintained by the Superintendent or his/her 
designee under the provisions of policy JAAA, Title IX Sexual Harassment. 

All grievances shall be handled expeditiously, and according to the procedures 
adopted by the School Board, as follow: 

1. Definitions: 

A grievance is a claim by an employee or group thereof that he/she has suffered 
harm or injury by the interpretation, application or violation of a contract, a School 
Board policy, administrative regulation, or procedures, a law or constitutionally 
guaranteed rights. The term "grievance" does not include matters for which the 
method of review is prescribed by law where the school board is without authority 
to act (e.g., employee lack of certification, terminations, rebuttal to observation, 
etc.) 

Employees covered by this procedure shall mean permanent employees of the 
School Board. 

Immediate Supervisor is that employee possessing administrative authority to 
direct the activities of the grievant. 

A grievant is the person making the claim. 

The term days shall mean working days 

2. Procedure: 

Grievances shall be processed as rapidly as possible. The number of days 
indicated at each level is a maximum, and every effort shall be made to expedite 
processing the grievance. 

Step 1 

After informally and thoroughly discussing any grievance with their immediate 
supervisor, upon reaching no satisfactory resolution of the grievance, an 
employee shall promptly present the grievance in writing to the immediate 
supervisor. Such notice shall be presented no later than five (5) working days 
from the date of discussion with the immediate supervisor. The written grievance 



submitted shall state the nature of the grievance and the harm or injury caused 
that initiated the grievance. The employee and the immediate supervisor shall 
attempt to resolve the grievance. The immediate supervisor shall make a proper 
disposition of the grievance and shall reply to the employee within five (5) 
working days following the date of submission. If the grievance is not submitted 
within the time prescribed, the employee shall be deemed not to have further 
right with respect to said grievance. 

Step 2 

In the event the employee wishes to appeal the decision in Step 1 or if no 
decision has been rendered in the time specified, the appeal must be presented 
in writing to the next administrative officer of higher rank than the grievant's 
immediate supervisor. Such appeal shall be presented within five (5) working 
days of the Step 1 decision. Such appeal shall contain a statement of the 
grievance and specific references to the action taken causing the grievance. The 
administrative officer shall schedule a meeting with the employee as promptly as 
is reasonably possible to attempt to resolve the grievance. Notice of the 
conference shall be given to all parties involved in an alleged grievance. The 
administrative officer shall issue a written decision to the grievant within five (5) 
working days after the conference. Unless the grievance shall be so appealed , it 
shall be deemed to have been settled and the grievant shall have no further right 
with respect to said grievance. 

Step 3 

In the event the grievant wishes to appeal the decision at Step 2, the appeal 
must be presented to the Superintendent in writing within five (5) working days of 
the receipt of the Step 2 decision. A copy of the Step 3 appeal, together with 
Step 1 and Step 2 decisions shall be submitted to the Superintendent. Upon 
receipt of such a written appeal, the Superintendent or his/her designee shall 
schedule a hearing at a specific date and time and send proper notice of the 
scheduled hearing to the grievant. The Superintendent or designee, at the date 
and time specified, shall conduct a full hearing on the grievance, and in doing so, 
maintain a transcript of the proceedings. Following the hearing the 
Superintendent or designee shall make a written recommendation for disposition 
of the grievance and provide a copy of the transcript to the School Board at a 
meeting of the School Board. 

Step4 



After reviewing the transcript of the grievance hearing and the recommendation 
of the Superintendent or designee, the School Board then shall dispose of the 
grievance. 

3. Miscellaneous 

A. A grievance may be withdrawn at any level without prejudice or record. 
Additionally, there shall be no recrimination against a person because a 
grievance has been filed in accordance with the provisions outlined herein. 

B. Copies of all written decisions of grievances shall be sent to all parties 
involved. 

C. All documents, communication, or records dealing with a grievance shall be 
made part of the grievant's files and shall be destroyed only in accordance 
with School Board policy. 

D. Appeals of grievance decisions will be limited to the specific issues raised in 
the original grievance. The parties involved will not be allowed to expand the 
issues during the grievance procedure, except to the extent necessary to 
respond to administrative decisions made along the way. 

E. Failure by the employee to meet the timelines and requirements of this 
procedure shall result in dismissal of his/her grievance. Failure by the 
administrative person rendering the decision to meet timelines and 
requirements of this procedure shall allow the grievant, at his/her option , to 
proceed to the next level of appeal. 

F. If the employee leaves the employment of the School Board during the 
pendency, at any level, of a complaint or grievance, then the employee loses 
the right to continue the complaint process. 

4. Representation 

The person bringing forth the grievance shall have the right to present their own 
grievance. Grievants have the right to have representation at Steps 2 and 3. 

If a person chooses to have representation when presenting their grievance, said 
person shall provide advance notice of such in writing to the immediate 



supervisor at the respective procedural level at least two (2) days prior to the 
meeting on the grievance. 

EMPLOYEE DISCIPLINE (Policy GBK) 

The Superintendent and his/her designee shall possess the authority to discipline 
employees when an employee's behavior warrants such action . A principal shall have 
the authority to recommend to the Superintendent when appropriate that employees at 
the school in which he/she is employed should be disciplined. 

Discipline of an employee shall be progressive in nature such that penalties for poor 
job performance or broken rules become increasingly harsh as similar or related 
conditions continue or infractions are repeated. Such progressive discipline, however, 
shall not inhibit the Superintendent's authority or, in the case of certain employees, the 
School Board's authority, to discipline, suspend , or terminate an employee based on 
the circumstances of any single . event. Documentation of employee behavior, 
employee performance and any disciplinary action taken shall be properly and 
thoroughly recorded. 

Should any disciplinary measure become necessary, any documentation shall be 
considered confidential and treated in accordance with statutory provisions and School 
Board policy. 

TEACHERS 

Hearing procedures are statutorily required for certain disciplinary actions for teachers 
as defined below. However, such procedures do not prevent the Superintendent 
and/or principal from taking other disciplinary measures which do not require a 
hearing , as he/she feels appropriate. 

Definitions 

For the purpose of this section: 

Discipline and disciplinary action shall include only suspension without pay, reduction 
in pay, involuntary demotion, or dismissal. 



Written notice shall be considered given when the notice is hand delivered to the 
teacher, or on the day it is delivered to the teacher by registered mail, certified mail, or 
a commercial courier. 

Non-Tenured Teachers 

The Superintendent may take disciplinary action against any non-tenured teacher after 
providing such teacher with the written reasons therefor and providing the teacher the 
opportunity to respond. The teacher shall have seven (7) days to respond, and such 
response shall be included in the teacher's personnel file. The Superintendent shall 
notify the teacher in writing of his/her final decision. The teacher shall not be entitled 
to a hearing before the School Board. 

Within sixty (60) days of such notice, the teacher may seek summary review in district 
court of whether or not the Superintendent's action was arbitrary or capricious. 

Tenured Teachers 

A teacher with tenure shall not be disciplined except upon written and signed charges 
by the Superintendent or his/her designee of poor performance, willful neglect of duty, 
incompetency, dishonesty, immorality, or of being a member of or contributing to any 
group, organization, movement, or corporation that is by law or injunction prohibited 
from operating in the state of Louisiana, and then only if furnished with a copy of such 
written charges and given the opportunity to respond. 

The teacher shall have ten (10) calendar days from written notice of the charges to 
respond, in person or in writing. Following review of the teacher's response, the 
Superintendent may take interim disciplinary action, which may include placing the 
teacher on paid administrative leave. If the teacher has been arrested for a violation 
of any of the following: La. Rev. Stat. Ann. §§14:42 through 14:43.5, 14:80 through 
14:81.5, any other sexual offense affecting minors, any of the crimes provided in La. 
Rev. Stat. Ann. §15:587.1, or any justified complaint of child abuse or neglect on file in 
the central registry pursuant to Children's Code Article 615, the administrative leave 
shall be without pay. Paid administrative leave shall not exceed fifty (50) days from 
notice of the Superintendent's interim decision. 

Within ten (10) calendar days after written notice of the interim disciplinary action or 
within ten (10) calendar days after receipt of the teacher's response if no interim 
disciplinary action is taken, a teacher may request a hearing before a disciplinary 



hearing officer. If the teacher fails to timely request a hearing, the disciplinary action 
shall become final. 

Hearing Procedures 

Upon request for a review hearing, the Superintendent shall randomly appoint a 
hearing officer from a list of persons previously approved by the School Board as 
disciplinary hearing officers. If the school district serves fewer than twenty thousand 
students, the School Board shall maintain a list of at least five (5) hearing officers. If 
the school district serves twenty thousand students or more, the School Board shall 
maintain a list of at least ten (10) hearing officers. All hearing officers shall be 
qualified to serve as a disciplinary hearing officer in accordance with state law. If the 
School Board fails to maintain such a list, the Superintendent may randomly appoint a 
hearing officer from a list of persons previously approved by the Louisiana Board of 
Elementary and Secondary Educatiqn. 

Such hearing may be private or public, at the option of the teacher, and shall 
commence no sooner than ten (10) calendar days nor later than thirty (30) calendar 
days after receipt of the teacher's request for such hearing. The disciplinary hearing 
officer shall have the power to issue subpoenas, and shall conduct the hearing in 
accordance with procedures adopted by the School Board. 

The teacher shall have the right to appear before the disciplinary hearing officer with 
witnesses on his/her behalf and with counsel of his/her selection. The disciplinary 
hearing officer shall hold a hearing and review on whether the interim decision of the 
Superintendent was arbitrary or capricious and shall either affirm or reverse the action 
of the Superintendent. The disciplinary hearing officer shall notify the Superintendent 
and the teacher of his/her final determination, with written reasons , within ten (10) 
days from the date of the hearing. If the Superintendent's disciplinary action is 
affirmed, it shall become effective upon the teacher's receipt of the decision of the 
disciplinary hearing officer. If the Superintendent's disciplinary action is reversed , the 
teacher shall be restored to duty. 

Within sixty (60) days from the postmarked date of such written notification of the 
decision of the disciplinary hearing officer, the School Board or the teacher may 
petition a court of competent jurisdiction to review the matter as a summary 
proceeding. 

The time periods contained above may be extended by mutual agreement of the 
parties. 



BUS OPERATORS/CONTRACT APPOINTEES 

The Superintendent shall have the authority to discipline tenured bus operators and 
persons employed on performance contracts, including suspension with or without 
pay, when circumstances necessitate immediate action. If sufficient grounds for 
suspension without pay are subsequently not found to exist by the School Board or 
Superintendent, the bus operator or contract appointee shall be reimbursed for any 
loss of compensation. 

NON-TENURED EMPLOYEES 

The Superintendent shall have the authority to discipline, including suspension, any 
non-tenured, non-contract employee with or without pay, when circumstances warrant 
such action. 

TENURE (Policy GBL) 

TEACHERS 

A teacher who has acquired tenure before September 1, 2012 shall retain tenure, 
subject to the provisions of state law. Effective beginning on July 1, 2012, a teacher 
shall be rated highly effective for five (5) years within a six-year period pursuant to the 
Personnel Evaluation Plan adopted by the School Board in accordance with La. Rev. 
Stat. Ann. §§17:3881 through 3905, to be granted tenure. The Superintendent shall 
notify a teacher, in writing, when tenure has been awarded and the teacher shall be 
deemed to have acquired tenure on the date specified therein. 

A tenured teacher who receives a final performance rating of ineffective pursuant to 
the teacher's annual evaluation shall lose his/her tenure and all rights related thereto 
immediately upon exhaustion of the grievance procedure set forth in the personnel 
evaluation plan adopted by the School Board, unless the ineffective performance 
rating is reversed. Such ineffective rating shall constitute sufficient grounds for 
disciplinary action pursuant to La. Rev. Stat. Ann. §17:443. If a teacher is found highly 
effective based on the evidence of the growth portion of the evaluation but is found 
ineffective according to the observation portion, within thirty (30) days after such 
finding, the teacher shall be entitled to a second observation by members of a team of 
three (3) designees, chosen by tt,e Superintendent, which shall not include the 
principal. 



A teacher who loses tenure shall reacquire tenure if the teacher receives a 
performance rating of highly effective for five (5) years within a six-year period 
subsequent to receiving an ineffective rating . 

Teachers Paid with Federal Funds 

A teacher paid with federal funds shall not be eligible to acquire tenure, nor shall time 
spent in employment paid with federal funds be counted toward the time required for 
acquisition of tenure. 

CONTRACT APPOINTEES 

Any teacher who has acquired tenure and is promoted to a higher salaried position 
shall not be eligible to gain tenure in the position to which promoted, but shall retain 
any tenure acquired as a teacher. 

Any person hired under a performance contract shall not be eligible to gain tenure. 

BUS OPERATORS 

School bus operators hired on or after July 1, 2012 shall not be granted tenure. 

SCHOOL EMPLOYEES 

No tenure is granted by law or School Board policy to school employees of the Grant 
Parish School Board. School employee shall be defined as any employee whose job 
description does not require the holding of a teaching certificate or who is not 
employed as a bus driver. 

DISMISSAL OF EMPLOYEES (Policy GBN) 

With the exception of lay-offs caused by programmatic changes, budget cuts, staff 
reorganizations, and/or other personnel actions reducing numbers of employees, no 
Grant Parish School Board employee shall be dismissed except as provided by state 
law and this policy. 



CRIMINAL OFFENSES 

The Superintendent, on behalf of the School Board , shall dismiss: 

1. An administrator, teacher, or substitute teacher upon final conviction or 
submission of plea of nolo contendere to any crime listed in La. Rev. Stat. Ann. 
§ 15:587 .1, even if adjudication was withheld or a pardon or expungement was 
granted, in accordance with statutory provisions for dismissal applicable to the 
employee. 

However, if the person has obtained tenure , such dismissal shall occur only after 
a hearing held pursuant to hearing procedures outlined in policy GBK, Employee 
Discipline. 

2. An administrator, teacher, or substitute teacher who is found to have submitted 
fraudulent documentation to the Louisiana Board of Elementary and Secondary 
Education (BESE) or the Louisiana Department of Education (LDOE) as part of 
an application for a Louisiana teaching certificate or other teaching authorization. 

3. An administrator, teacher, or substitute teacher who is found to have facilitated 
cheating on any state assessment as determined by BESE. 

4. Any other school employee if such employee is convicted of or pleads nolo 
contendere to crimes enumerated in La. Rev. Stat. Ann. §15:587.1, except La. 
Rev. Stat. Ann. §14:74. 

The Superintendent shall notify the State Superintendent of Education of any 
employee's dismissal for the criminal offenses above no later than thirty (30) days 
after such dismissal. 

In addition, employees shall be subject to removal for failure to properly report arrests 
for certain offenses enumerated in La. Rev. Stat. Ann. §17:16. 

ABANDONMENT OF POSITION 

If an employee is absent for ten (10) or more days without explanation or approved 
leave, the School Board may consiaer the job as abandoned and the employee may 
be terminated, unless the employee can provide acceptable and verifiable evidence of 
extenuating circumstances. The Superintendent or his/her designee shall be 
responsible for determining acceptability of evidence of extenuating circumstances. 



CERTIFICATED EMPLOYEES 

Non-tenured Teachers 

The Superintendent may terminate the employment of any non-tenured teacher after 
providing such teacher with the written reasons therefore and providing the teacher 
the opportunity to respond. The teacher shall have seven (7) days to respond , and 
such response shall be included in the teacher's personnel file. The Superintendent 
shall notify the teacher in writing of his/her final decision. The teacher shall not be 
entitled to a hearing before the School Board. 

Within sixty (60) days of such notice, the teacher may seek summary review in district 
court of whether or not the Superintendent's action was arbitrary or capricious. 

Tenured Teachers 

A tenured teacher shall not be removed from office except upon written and signed 
charges by the Superintendent or his/her designee of poor performance, willful neglect 
of duty, incompetency, dishonesty, immorality, or of being a member of or contributing 
to any group, organization, movement, or corporation that is by law or injunction 
prohibited from operating in the state of Louisiana , and then only if furnished with a 
copy of such written charges and given the opportunity to respond. Dismissal of a 
teacher with tenure shall be governed by the provisions for discipline of tenured 
teachers as included in policy GBK, Employee Discipline. 

Contract Appointees 

Personnel who have entered into promotional employment contracts with the School 
Board, pursuant to La. Rev. Stat. Ann. §17:444, may be removed from their positions 
by non-renewal of their contracts or by termination of their contracts. Contracts may 
be non-renewed by the School Board for any of the following reasons: 

1. The Superintendent has recommended against renewal of the contract based on 
an evaluation of the employee's performance; 

2. The failure to offer a new contract is based on a cause sufficient to support a 
mid-contract termination ; 



3. The position in question has been discontinued; or 

4. The position in question has been eliminated as a result of district reorganization. 

In a non-renewal situation, the employee shall not be entitled to a hearing before the 
School Board. 

For mid-contract termination of promotional employment contracts, the employee shall 
have the right to written charges and a hearing before a disciplinary hearing officer in 
the manner provided in La. Rev. Stat. Ann. §17:443. A contract may be terminated if 
the employee is found guilty of being incompetent or inefficient or is found to have 
failed to fulfill the terms and performance objectives of his/her contract, or other 
reasons provided for by state law. 

NON-CERTIFICATED EMPLOYEES 

Non-Tenured Bus Operators 

No bus operator hired after July 1, 2012 shall earn tenure. 

A non-tenured bus operator shall be immediately dismissed if he/she is convicted of or 
has pied nolo contendere to violations of local or existing state law prohibiting 
operating a vehicle while intoxicated regardless of whether the violation occurred while 
performing in his/her official capacity as a school bus operator at the time of the 
offense. 

Each school bus operator shall serve a probationary term of three (3) years reckoned 
from the date of his/her first employment with the School Board. During such 

. probationary term, any bus operator may be dismissed by the School Board upon the 
written recommendation of the Superintendent. Any bus operator employed on or 
after July 1, 2012, who has successfully completed his/her probationary term, may be 
dismissed by the Superintendent after providing such bus operator with written 
reasons therefor and providing the bus operator with the opportunity to respond. The 
bus operator shall have seven (7) days to respond, and such response shall be 
included in the bus operator's personnel file. Regardless of the date of his/her 
employment, a non-tenured bus operator shall not be entitled to a hearing before the 
School Board prior to termination. 



Tenured Bus Operators 

A tenured bus operator may be dismissed for willful neglect of duty, or incompetence, 
or immorality, or drunkenness while on duty, or failure to comply with requirements of 
La. Rev. Stat. Ann. §17:491.3 relative to being arrested for one or more of the 
specified offenses, or physical disability to perform his/her duties, or failure to keep 
his/her transfer equipment in a safe, comfortable , and practical operating condition , or 
of being a member of or contributing to any group, organization , movement, or 
corporation that is prohibited by law or injunction from operating in the state. 

Additidnal grounds for the removal from office of any school bus operator shall be: 

1. the abolition, discontinuance, or consolidation of routes, but then only if it is found 
as a fact, based upon a determination by the Superintendent that it is in the best 
interests of the school system to abolish , discontinue, or consolidate said route or 
routes. If abolition , discontinuance, or consolidation of bus routes is approved , 
the principle of seniority shall apply, so that the last school bus operator hired to 
serve within the school system to be affected shall be the first to be removed. 

2. conviction of or plea of nolo contendere to a violation of a parish or municipal 
ordinance that prohibits operating a vehicle while intoxicated or any of the 
existing state offenses relative to operating a vehicle while intoxicated, as 
enumerated in La. Rev. Stat. Ann. §17:493, regardless of whether the violation 
occurred while performing in his/her official capacity as a school bus operator at 
the time of the offense. 

A tenured bus operator shall not be removed from his/her position except upon written 
and signed charges against the bus operator, and the bus operator having been 
furnished with a copy of such written charges and given the opportunity to respond , in 
person or in writing , within ten (10) calendar days from written notice of the charges. 

The Superintendent shall have ten (10) calendar days to review the school bus 
operator's response and to provide written notice to the bus operator of the interim 
disciplinary action, which may include placing the bus operator on paid administrative 
leave. If the bus operator has been arrested for a violation of any of the following: La. 
Rev. Stat. Ann. §§14:42 through 14:43.5, §§14:80 through 14:81.5, any other sexual 

. offense affecting minors, any of the crimes provided in La. Rev. Stat. Ann. §15:587.1 , 
or any justified complaint of child abuse or neglect on file in the central registry 
pursuant to Children's Code Article 615, the admin istrative leave shall be without pay. 



Paid administrative leave shall not exceed fifty (50) days from notice of the 
Superintendent's interim decision. 

Within twenty (20) calendar days after receipt of the Superintendent's interim 
disciplinary action, if any, the bus operator may request a hearing before a disciplinary 
hearing officer, following the hearing procedures for tenured teachers found in policy 
GBK, Employee Discipline. If the bus operator fails to timely request a hearing, the 
disciplinary action shall become final. 

School Employees 

All employees of the system whose dismissal is not governed by the provision of La. 
Rev. Stat. Ann. §§17:441-446, or by the provisions of La. Rev. Stat. Ann. 
§§ 17:491-494, shall be subject to dismissal by the Superintendent after providing such 
employee with the written reasons therefor and providing the employee the opportunity 
to respond. The school employee shall have seven (7) days to respond, and such 
response shall be included in the school employee's personnel file. Such employees 
shall not be entitled to a hearing before the School Board. 

REDUCTION OF PERSONNEL (GBNA) 

It shall be the policy of the Grant Parish School Board to maintain a fair and balanced 
educational program consistent with the functions and responsibilities of public 
schools. When faced with circumstances which may necessitate a reduction of 
personnel greater than can be accomplished through attrition and appropriate 
reassignment, a reduction of personnel action may be employed . All feasible 
alternatives to the layoffs of employees shall be considered prior to the implementation 
of the provisions stated herein. The determination for the need to implement reduction 
of personnel procedures and all decisions affecting such action shall be made by the 
Superintendent. 

Except as otherwise provided herein, any existing procedure for reconsidering or 
examining an employee discharge, non-reappointment, or grievance shall not be 
considered in implementing a reduction of personnel action. Similarly, no personnel 
action other than a reduction of personnel may be considered under this policy. 

Employees on Board approved leaves of absence shall be treated in the same manner 
as other regularly employed personnel insofar as application of this policy. 



. TEACHERS AND ADMINISTRATORS 

Reduction of teachers and administrators shall be based solely upon demand, 
performance, and effectiveness, as determined by the performance evaluation 
program adopted by the Board in accordance with La. Rev. Stat. Ann. §§17:3881 
through 3905. Any reduction of teachers and administrators by the Superintendent 
shall be instituted by dismissing the least effective teacher within each targeted 
subject area or area of certification first, and then proceeding by effectiveness rating 
until the reduction of personnel has been accomplished. 

ALL OTHER EMPLOYEES 

Reduction of school employees, including bus operators, who are not evaluated 
pursuant to La. Rev. Stat. Ann. §§17:3881 through 3905, shall be based upon the 
following criteria: 

1. Performance and effectiveness as determined by the Board's personnel 
evaluation plan. 

2. Certification or academic preparation , if applicable. 

NOTICE TO INDIVIDUAL EMPLOYEE 

When a reduction of personnel action is instituted, written notice of termination shall 
be given by the Superintendent or his/her designee by certified mail , return receipt 
requested, to the employee to be terminated. The notice shall include a statement of 
the general conditions requiring a reduction of personnel. The employee's address, as 
it appears on the School Board 's record, shall be deemed to be the correct address. It 
shall be the employee's responsibility to see that the School Board has his/her current 
address on file. 

REVIEW OF INDIVIDUAL TERMINATIONS 

Within ten (10) days after receiving a notice of termination , an employee may request, 
in writing, a review of the action taken and shall receive notice of the results of the 
review in a timely manner, but no later than ten ( 10) days after the notice to review is 
received . The employee shall have the right to pursue a reduction action through the 
Board's grievance procedures. 



SEVERABILITY OF PROVISIONS 

If any provision of this policy or the application thereof is held invalid , such invalidity 
shall not affect other provisions of this policy which can be implemented without the 
invalid provisions and , to this end, the provisions of this policy are hereby declared 
severable . 

. Any and all provisions of this policy shall yield to existing state law, whether statutory 
or not, when held to be in conflict with said law or laws. 

EMPLOYEE CONDUCT (Policy GBRA) 

The Grant Parish School Board befieves the teaching profession occupies a position 
of public trust involving not only the individual teacher's personal conduct, but also the 
interaction of the school and the community. Education is most effective when these 
many relationships operate in a friendly, cooperative, and constructive manner. A 
teacher's conduct, as well as the conduct of all employees throughout the school 
district, should meet acceptable standards of the community and show respect for the 
law and the rights of others. 

All employees, volunteers, student teachers, interns, and any other person affiliated 
with the Grant Parish School Board have the responsibility to be familiar with and 
abide by the laws of the state, the policies and decisions of the School Board , and the 
administrative regulations and procedures designed to implement School Board 
policies. Employees and others shall also comply with the standards of conduct set 
out in this policy and with any other policies, regulations, procedures, or guidelines 
that impose duties, requirements, or standards of conduct attendant to their status as 
School Board employees. 

Employees and all others shall be expected to observe at least the following standards 
of conduct: 

• Be courteous to students, one another, and the public and conduct themselves in 
a professional and ethical manner. 

• Recognize and respect the rights and property of students, other employees, and 
the public. 

• Maintain confidentiality of all matters relating to students and other employees. 



• Demonstrate dependable attendance and punctuality with regard to assigned 
activities and work schedules: 

• Observe and adhere to all terms of an employee's contract or job description. 

• Strive to keep current and knowledgeable about the employee's area of 
responsibility. 

• Refrain from promoting personal attitudes and opinions for matters other than 
general discussion. 

• Refrain from using undue influence to gain, or attempt to gain, promotion, leave, 
favorable assignments, or other individual benefit or advantage. 

• Advocate positive personal behavior on or off campus and attempt to avoid 
improprieties or the appearance of improprieties. 

While the operation of the School Board and its schools is governed by the provisions 
of this and all other School Board · policies, regulations, and procedures, as well as 
procedures of the individual schools, no policy manual can list each and every 
instance of misconduct that is precluded. Accordingly, employees are cautioned that 
the appropriateness of certain action or behavior must necessarily be dictated by the 
nature of the position held by the employee and standards of common sense. By 
virtue of one's education and experience, an employee knows and understands that 
certain actions or conducts are unacceptable even in the absence of formal School 
Board policy. For instance, without the need of a specific prohibition or warning , a 
classroom teacher should be aware of the impropriety of certain practices such as 
leaving students unattended, using profanity or sexually suggestive language, or 
bringing a firearm onto campus. Such conduct constitutes both incompetence and 
willful neglect of duty. Such conduct, as well as violation of any state or federal law or 

. School Board policies, regulations , or proceclures, or school regulations or procedures, 
shall result in the imposition of discipline up to and including termination. 

PROHIBITED SEXUAL CONDUCT 

Employees shall be prohibited from engaging in any form of sexual conduct with 
students. In particular, it is a violation of criminal statutes for any educator, which 
includes any administrator, coach, instructor, teacher, paraprofessional, teacher aide, 
or student aide, to engage in sexual conduct, as defined in La. Rev. Stat. Ann . 
§ 14:81.4 with a student who is seventeen ( 17) years of age or older, but less than 



twenty-one (21) years of age, where there is an age difference of greater than four (4) 
years between the two persons. 

Notwithstanding any claim of privileged communication, any educator, having cause to 
believe that prohibited sexual conduct has occurred between another educator and a 
student, shall be required by state law to immediately report such conduct to a local or 
state law enforcement agency. 

NOTIFICATION BY EMPLOYEES 

A teacher or any other School Board employee shall report any final conviction or plea 
of guilty or nolo contendere to any criminal offense, excluding traffic offenses, to the 
School Board within forty-eight (48) hours of conviction or plea. 

Arrests for Certain Sexual Offenses 

Effective January 1, 2012, any public school employee shall be required to report 
his/her arrest for a violation of La. Rev. Stat. Ann. §§14:42-14:43.5, 14:80-14:81.5, any 
other sexual offense affecting minors, any of the crimes listed in La. Rev. Stat. Ann. 
§15:587.1, or any justified complaint of child abuse or neglect on file with the 
Louisiana Department of Children and Family Services. 

The report shall be submitted to the Superintendent or his/her designee within 
twenty-four (24) hours of the arrest. However, if the employee is arrested on a 
Saturday, Sunday, or a legally declared school holiday such report shall be made prior 
to the employee next returning for his/her work assignment at a school. Such report 
shall be made by the employee or an agent of the employee regardless of whether 
he/she was performing an official duty or responsibility as an employee at the time of 
the offense. In addition, the employee shall report the disposition of any legal 
proceedings related to any such arrest, which shall also be made a part of any related 
files or records. 

Any employee who fails to comply with these provisions shall be suspended with or 
without pay by the School Board if such employee is serving a probationary term of 
employment or if the provisions of law relative to probation and tenure are not 
applicable to the employee. 

Any employee employed by the School Board who is a tenured employee of the 
School Board shall be subject to removal under applicable state laws for failure to 



comply with these provisions. Written and signed charges alleging such failure shall 
be brought against the employee. 

Unless criminal charges are instituted pursuant to an arrest which is required to be 
reported as provided above, all information, records, hearing materials, and final 
recommendations of the school pertaining to such reported arrest shall remain 
confidential and shall not be subject to a public records request. 

School employee, as used in this policy, shall mean any employee of the School 
Board , including teachers, substitute teachers, bus operators, substitute bus 
operators, or janitor, and shall include all temporary, part-time, and permanent school 
employees. 

TITLE VII EMPLOYEE SEXUAL HARASSMENT (Policy GAEAA) 

It is the policy of the Grant Parish School Board to provide an employment 
environment that is free from unwelcome sexual advances, requests for sexual favors , 
and other verbal or physical conduct or communications deemed to constitute sexual 
harassment under federal and state laws, regulations, and guidelines. The Grant 
Parish School Board shall not tolerate sexual harassment by any student, employee, 
non-employee volunteer, or School Board member toward any individual. 

Because Grant Parish School Board takes allegations of sexual harassment seriously, 
the School Board shall respond promptly to complaints of sexual harassment and 
where it is determined that such inappropriate conduct has occurred, the School Board 
will act promptly to eliminate the conduct and impose such corrective action as is 
necessary, including disciplinary action where appropriate. 

All managerial and supervisory personnel shall be responsible for enforcing the Grant 
Parish School Board's sexual harassment policy. Failure to enforce this policy in a 
prompt and strict manner may subject such personnel to disciplinary action. 

It should be noted that while this policy sets forth the goals of promoting a workplace 
that is free of sexual harassment, the policy is not designed or intended to limit the 
School Board's authority to discipline or take remedial action for workplace conduct 
which is deemed unacceptable, regardless of whether that conduct satisfies the 
definition of sexual harassment. 



DEFINITION OF SEXUAL HARASSMENT 

Sexual harassment is a form of sex discrimination that violates Title VII of the Civil 
Rights Act of 1964, which prohibits discrimination in employment on the basis of sex, 
race, color, national origin, and religion. 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature constitute sexual harassment when : 

1. Submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual's employment, 

2. Submission to or rejection of such conduct by an individual is used as a basis for 
employment decisions affecting the individual , or 

3. Such conduct has the purpose or effect of unreasonably interfering with an 
individual's work performance or creating an intimidating, hostile, or offensive 
working environment. 

Under this definition, direct or implied request by a supervisor for sexual favors in 
exchange for actual or promised job benefits such as favorable reviews, salary 
increases, promotions, increased benefits, or continued employment constitutes 
sexual harassment. 

The legal definition of sexual harassment is broad and in addition to the above 
examples, other sexually oriented conduct, whether it is intended or not, that is 
unwelcome and has the effect of creating a work place environment that is hostile, 
offensive, intimidating, or humiliating to male or female workers may also constitute 
sexual harassment. 

While it is not possible to list all those additional circumstances that may constitute 
sexual harassment, following are examples of conduct which if unwelcome, may 
constitute sexual harassment depending upon the totality of the circumstances 
including the severity of the conduct and its pervasiveness: 

• unwelcome sexual advances - whether they involve physical touching or not; 

• sexual epithets, jokes, written or oral references to sexual conduct, gossip 
regarding one's sexual activity, deficiencies, or prowess; 



• displaying sexually suggestive objects, pictures, cartoons; 

• unwelcome leering, whistling, brushing against the bo9y; sexual gestures, 
suggestive or insulting comments; 

• inquiries into one's sexual experiences; and 

• discussion of one's sexual activities. 

Harassment may depend not only upon the perpetrator's intention, but also upon how 
the person who is the target perceives the behavior or is affected by it. 

All employees should take special note that, as stated above, retaliation against an 
individual who has complained about sexual harassment, and retaliation against 
individuals for cooperating with an investigation of a sexual harassment complaint is 
unlawful and will not be tolerated by the Grant Parish School Board. 

REPORTING PROCEDURE 

Any person who believes he or she has been the victim of sexual harassment by an 
employee or non-employee volunteer of the Grant Parish School Board , or any person 
with knowledge or belief of conduct which may constitute sexual harassment should 
report the alleged acts immediately to the employee's immediate supervisor who, in 
turn, shall submit it to the Superintendent or his/her designee. If the alleged acts were 
committed by the employee's immediate supervisor, the complaint should be directed 
to the Superintendent or his/her designee. If criminal activity is involved, the victim 
should also report the incident to local law enforcement. The person to whom the 
complaint is given shall promptly prepare a written report and forward it to the 
Superintendent or his/her designee. 

INVESTIGATION AND RECOMMENDATION 

The School Board shall respect the confidentiality of the complainant and the 
individual(s) against whom the complaint is filed as much as possible, consistent with 
the School Board's legal obligations and the necessity to investigate allegations of 
harassment, and take corrective or disciplinary action when the conduct has occurred. 

Upon receipt of a report or complaint alleging sexual harassment by an employee or 
nonemployee volunteer, such a complaint shall be immediately investigated by 
personnel designated by the Superintendent to conduct such investigation utilizing the 



procedures outlined in policy GAMC, Investigations. In addition, the investigation shall 
include personal interviews with the complainant, the individual(s) against whom the 
complaint is filed, and others who may have knowledge of the alleged incident(s) or 
circumstances giving rise to the complaint, as well as a review of related charges, if 
any, personnel files, work records and other pertinent information. 

In determining whether alleged conduct constitutes sexual harassment, the 
. Superintendent or designee should consider the surrounding circumstances, the 

nature of the sexual advances, relationships between the parties involved and the 
context in which the alleged incidents occurred. 

A report shall be made to the Superintendent upon completion of the investigation 
involving an employee or non-employee volunteer. The report may include a finding 
that the complaint was unfounded, informally resolved, or recommended to the 
Superintendent for disciplinary action. No record of an unfounded or unsubstantiated 
complaint shall be filed in an employee's personnel file. 

RESULTS OF INVESTIGATION 

Upon receipt of a recommendation that a complaint is valid, the Superintendent shall 
take such action as appropriate ba$ed on the results of the investigation, which may 
include, but not be limited to, suspension with or without pay, demotion, or termination. 

If, based on the results of the investigation, the claim of sexual harassment is found to 
be intentionally false, the Superintendent shall take such action as appropriate, which 
may include, but not be limited to, suspension with or without pay, demotion, or 
termination. 

Any employee shall have the right to pursue a claim of sexual harassment under state 
or federal law, regardless of the outcome of the School Board's investigation. 

RETALIATION PROHIBITED 

. The Superintendent shall discipline any individual who retaliates against any person 
who reports alleged sexual harassment or who retaliates against any person who 
testifies, assists or participates in an investigation, proceeding or hearing relating to a 
sexual harassment complaint. Retaliation shall include, but not be limited to, any form 
of intimidation, reprisal or harassment at the time of a report or any time after a report. 



NON-HARASSMENT 

The School Board recognizes that not every advance or conduct of a sexual nature 
constitutes harassment. Whether a particular action or incident is a personal, social 
relationship without a discriminatory employment effect requires a determination 
based on all the facts and surrounding circumstances. Deliberate false accusations of 
sexual harassment can have a serious detrimental effect on innocent parties and 
subject the accuser to disciplinary actions. 

SEXUAL HARASSMENT AS SEXUAL ABUSE OR CRIMINAL ACTIVITY 

Under certain circumstances, sexual harassment of a student may constitute sexual 
abuse under the Louisiana Children's Code. In such situations, School Board 
personnel become mandatory reporters and shall comply with Article 609(A) of the 
Louisiana Children's Code and directly report the sexual abuse to the Child Protection 
Unit of the Louisiana Department of Social Services. Also, activity of a criminal nature 
should be reported by the victim to local law enforcement. 

NOTIFICATION/TRAINING 

Copies of this policy shall be circulated to all schools and departments of the Grant 
. Parish School Board and placed on the School Board's website. Training sessions on 

the provisions of this policy and the prevention of sexual harassment shall be held in 
all schools on an annual basis. Training sessions for new non-teaching employees 
shall be conducted annually. Super:visors and other persons designated to accept or 
investigate complaints of sexual harassment in the workplace shall receive additional 
education and training. 

Employees shall be apprised of applicable federal and state law on sexual 
harassment, including the right of the complainant to pursue a claim under state or 
federal law, regardless of the outcome of the investigation. 

EMPLOYEE TOBACCO USE (Policy GAMA) 

The Grant Parish School Board shall provide a smoke-free/tobacco-free environment. 

The use of any tobacco product, smokeless tobacco, or any smoking object/device, 
including but not limited to electronic cigarettes, advanced personal vaporizers, vape 
pens, vape mods and similar devices, shall be prohibited on and in all Grant Parish 



School Board property and vehicles, and at all school-sponsored or school-approved 
functions. However, this prohibition shall not be applicable to any tobacco product 
approved by the United States Food and Drug Administration for sale as a tobacco 
cessation product and which is marketed and sold solely for such purpose. 

School Board property shall include any elementary or secondary school buildings or 
grounds, buildings, portable buildings, field houses, stadiums, equipment storage 
areas, vacant land, or any other property owned , operated , or leased by the School 
Board where any form of School Board business is or may be conducted. 

Violations of this policy may subject an employee to appropriate disciplinary action , 
and the employee may be referred to a tobacco-cessation counseling service. 



CODE OF ETHIC (Policy GBU) 

The Code of Ethics is based upon the broad assumption that each Louisiana educator 
shall seek to establish an environment and educational program that will facilitate the 
development of the full potential of each student; that each educator shall discharge 
assigned responsibilities toward students, colleagues, parents, and the community 
through standard professional practices and ethical conduct; and that the daily 
conduct and performance of Louisiana educators shall reflect high standards of 
professional commitment and prepar,ation. 

I. PROFESSIONAL PERFORMANCE 

In fulfilling obligation to professional performance, the Louisiana 
educator: 

1. Shall , when he/she seeks, accepts, offers, or assigns a 
position on the basis of professional preparation and 
certification, meet the terms of such contract, appointment, or 
assignment. 

2. Shall demonstrate emotional stability, physical adequacy, and 
social sensitivity appropriate to assigned professional 
responsibilities. 
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3. Shall demonstrate the ability to organize, manage, and perform 
instructional or administrative tasks pertinent to the objectives 
of the position assigned. 

4. Shall comply with all applicable local and state board policies 
and regulations and with legislative mandates. 

5. Shall demonstrate personal interest and effort in continual 
professional improvement. 



II. PROFESSIONAL CONDUCT 

In fulfilling obligation to professional conduct, the Louisiana educator: 

1. Shall avoid use of. professional position or privilege in any 
manner that would constitute conflict of interest. 

2. Shall demonstrate honesty and integrity in relation to school 
finances, students, colleagues, and all other areas of 
educational responsibility or privilege. 

3. Shall represent fairly and interpret accurately official policies of 
the state, a parish , or educational unit when making public 
statements. 

Ill PROFESSIONAL CONDUCT TOWARD COLLEAGUES 

In fulfilling obligation to professional conduct toward colleagues, the 
Louisiana educator: 

1. Shall refrain from making false or malicious statements about a 
colleague or a school system. 

2. Shall withhold confidential information about a colleague 
unless such information would serve a compelling professional 
purpose or is legally mandated. 

3. Shall follow Louisiana Statutes, official school board policies, 
and other applicable regulations in all matters relating to 
certification, employment, assignment of duties, tenure, and 
termination. 



4. Shall, when responding to professional inquiry, provide only 
objective, accurate, and fair statements that are relevant to the 
inquiry. 

5. Shall avoid intentional exposure of colleagues to harassment, 
embarrassment, or rtdicule. 

IV. PROFESSIONAL CONDUCT TOWARD STUDENTS 

In fulfilling obligation to professional conduct toward student, the 
Louisiana educator: 

1. Shall view professional responsibility to students as a matter of 
public trust and shall work diligently to help each student 
realize his/her potential for effective citizenship. 

2. Shall abstain from intentional exposure of students to 
harassment, embarrassment, or ridicule. 

3. Shall deal fairly with each student and shall consistently 
resolve difficult situations according to school board policy and 
to law. 

4. Shall disclose confidential information about a student solely 
for professional purposes or as required by law. 

5. Shall provide the best possible learning environment and shall 
make reasonable effort to protect students from danger to 
health and safety. 



V. PROFESSIONAL CONDUCT TOWARD PARENTS AND COMMUNITY 

In fulfilling obligation to professional conduct toward parents and 
community, the Louisiana educator: 

1. Shall fulfill normal citizenship responsibility in the community 
through cooperation with parents and others seeking to 
improve public schools in the community. 

2. Shall avoid interference with any individual's exercise of 
political or other citizenship rights and responsibilities. 

u 
3. Shall seek diligently to communicate with parents regarding 

progress, needs, and welfare of students. 

4. Shall seek to understand and empathize with various cultures 
and home environments and shall endeavor to relate these 
circumstances to needs of students in the schools, 

5. Shall be prepared to interpret the program of the school to the 
community through a positive role in school public relations. 



PAYROLL PROCEDURES (Policy DJC) 

Salaries for professional personnel shall be paid according to the salary schedule 
established by the State plus added., increments approved by the Grant Parish School 
Board. All other employees shall be paid according to a salary schedule formulated by 
the School Board. Such a schedule shall take into consideration skill level and years 
of experience. 

PAYDAY SCHEDULES 

The salaries of all permanent employees shall be distributed over twelve (12) months, 
regardless of whether they work 9, 10, 11 or 12 months. The pay period for regular 
employees shall be the first working day of each calendar month to the last day of the 
calendar month. Payroll shall be issued in twelve (12) equal installments, and 
distributed on the twenty-fifth (25th) day of each month, unless the 25th falls on a 
Saturday, Sunday, or holiday. If a pay day falls on or during a school holiday or 
weekend, employees shall receive their pay on the work day preceding the holiday or 
weekend, or when state funding is released. Employees who join the school system 
during the school year shall have their salaries prorated accordingly. 

Effective January 1, 2001, all employees hired shall receive payment by direct deposit. 
Employees shall have their payment credited directly to their bank account on the 
scheduled payday. It is the employee's responsibility to complete the Authorization for 
Electronic Deposit form, attach a voided check, or deposit slip, and/or provide any 
other needed deposit information to the business department. The employee shall 
immediately notify the business department of any changes in account status. Instead 
of a pay stub, the employee will receive a Direct Deposit Advice that has the normal 
payroll information on it (i.e. withholding information, etc.). 

Substitute payroll will be on the 20th of each month or the last work day preceding the 
20th. All documentation for substitute payroll must be received by the business 
department within three (3) days of the close of the prior month. 

Stipends and miscellaneous payroll will be on the 15th of each month or the last work 
day preceding the 15th. All documentation for miscellaneous payroll must be received 
by the business department within three (3) days of the close of the prior month. 
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Lost Checks/Incorrect Deposit Instructions 

If a check was lost as a result of the employee failing to notify the central office of a 
change of address or other employee negligence, or lost by a postal system, the 
employee shall receive a replacement check within the next five (5) working days. If 
there was an administrative error, the employee shall receive an immediate correction. 

TEACHERS SEPARATING 

Teachers separating from Grant Parish at the close of the school may request in 
writing that they receive full payment for their services. Otherwise, they shall continue 
to receive their payment on a monthfy basis during June, July, and August. 

Teachers separating from the school system during the school year shall receive 
payment in full for their services. 

TECHNOLOGY ACCEPTABLE USE (Policy EFA) 

The Grant Parish School Board believes it is necessary for all persons to become 
aware of acceptable use of computers . Any person using computers or other 
electronic information resources shall be required to use such equipment and 
resources in a responsible, legal manner. The School Board retains the right to 
monitor all computer usage and files for compliance to all regulations and/or 
procedures. 

Technology, particularly Internet access, is available to students and employees in the 
Grant Parish School Board. Technology offers vast, diverse, and unique resources to 

Cl 

students, teachers, and administrators. 

It is the School Board's goal in providing these resources to students to enhance 
innovative education for students through access to unique resources and 
collaborations. Furthermore, it is felt teachers will improve learning and teach ing 
through research , teacher training , collaboration , and dissemination of successful 
educational practices, methods, and materials. 

Guidelines are provided so that the technology users are aware of the responsibilities 
they are about to assume. Responsibilities include appropriate, efficient, ethical , and 
legal utilization of network resources. 

:i 



The student's and parent's or guardian's signatures on the first page of the Grant 
Parish School Board Handbook and the accompanying contract is binding and 

u 
indicates that he/she has read the terms and conditions carefully and understands 
their significance. In addition, all employees shall be required to sign and adhere to 
the provisions of this acceptable use policy on a yearly basis. These should be kept 
on file at each school or office. 

TERMS AND CONDITIONS 

1. Acceptable Use - Technology resources throughout the school system shall only 
be used to support teaching and learning. By providing access to unique 
resources and opportunities for collaborative work, technology can enhance 
student performance. 

2. Privileges - The use of technology is a privilege, not a right, and therefore 
inappropriate use may result in the cancellation of those privileges and 
disciplinary actions. 

3. Acquisition of Technology - Ali hardware and software purchases and 
installations shall be pre-approved by the Grant Parish School Board (GPSB) 
Technology Department. All technology hardware and software resources are 
the property of the Grant Parish School Board and are loaned to students and 
faculty for their use. 

4. Appropriate Network Usage - Users are expected to abide by Grant Parish 
School Board rules of network etiquette. These include, but are not limited to the 
following : 

A. Be polite; do not send abusive, threatening, bullying, intimidating and/or 
harassing messages to others. 

B. Use appropriate language. 

C. Disclosure or distributing of confidential information is prohibited. 

D. Hardware or software shall not be destroyed, modified, or abused in any way. 

E. Do not use the network in a way that would disrupt the use of the network by 
other users (e.g. downloading huge files during prime time, sending mass 
e-mail messages, installation of unapproved software, or annoying other 



users using chat, talk, or write functions). The network should be used only 
for research, information gathering, and academic practice directly related to 
school assignments and extracurricular projects supervised by school faculty. 

F. Malicious use of the network to develop programs that harass other users or 
infiltrate a computer, computing system, or network is prohibited. Use of the 
network to damage the software components of a computer or computing 
system is prohibited. 

G. Using the network for commercial purposes, financial gain , fraud, illegal acts, 
or threatening the safety of a person is prohibited. 

H. Use of the network to access or process pornographic materials, 
inappropriate text files , and files dangerous to any individual or group is 
prohibited. 

I. Network use for product advertisement, political lobbying, or illegal activities 
is strictly prohibited. 

J. Understand that Grant Parish School Board makes no warranties of any kind , 
whether implied or expressed, for the service it is providing. Grant Parish 
School Board cannot be held responsible for any damages suffered by user 
as a result of any occurrence relating to the computer network. This includes 
loss of data from delays, non-deliveries, mis-deliveries, or interruptions 
caused by School Board negligence or user errors or omissions. Grant 
Parish School Board specifically denies any responsibility for the accuracy or 
quality of any material or fnformation obtained through its services and that 
the use of any information obtained from the Internet or the District network is 
at the user's own risk. 

5. Security - Security on any computer system is a high priority, especially when the 
system involves many users. If a person feels he/she can identify a security 
problem, he/she shall notify the school administrator, who will notify the GPSB 
Technology Department. Users shall not demonstrate the problem to other 
users. Any user identified as a security risk or having a history of problems with 
other computer users may be denied access to technology resources. 

A. Users shall not reveal personal addresses or phone numbers of students or 
colleagues. 



B. Gaining unauthorized access to resources or entities is prohibited. Students 
shall access only those files that belong to them or to which they have been 
granted permission to use by faculty. 

C. Files stored on district computers and servers should be limited to those 
relating to school courses or activities. 

D. Using the account or password of another user or allowing others to use an 
account or password is strictly prohibited. Distribution of passwords by other 
than designated staff is forbidden. Under no condition should users give their 
password to another person nor post the password in written form where it 
can easily be seen by others. 

E. Users shall log off or lock their personal accounts when they step away from 
the computer for more than a few moments to prevent unauthorized access. 

F. Bypassing Filters or Security Systems - Attempts to remove, modify, or 
circumvent measures installed to prevent access to objectionable materials, 
or prohibited resources are forbidden. Such violations shall result in 
cancellation of computer use privileges and suspension from school. 

G. Students using proxy services to by-pass or circumvent internet filtering are 
in violation of the intent of this Acceptable Use Policy and shall be dealt with 
as such by the principal of the school. Such a violation shall result in 
IMMEDIATE loss of access and suspension from school. 

6. E-mail - Electronic mail (e-mail) is not guaranteed to be private. GPSS 
Technology Department personnel who operate the system have access to all 
mail. Messages relating to or in support of illegal activities must be reported to 
authorities. 

A. GPSS provides email accounts for its employees and does not warrant 
access to other email services or messaging services. Grant Parish Schools' 
email accounts are to be ~sed for professional correspondence. 

B. Users shall not post or forward email chain letters or send annoying or 
unnecessary messages to others. Users shall not use district email to mass 
email and spam any users (internal and external) with unauthorized 
communications or solicitations. 



C. E-mail , chat, and instant messaging of any form should be used for legitimate 
and responsible communication only. Use of any of these technologies for 
commercial purposes, financial gain , fraud , illegal acts, or threatening the 
safety of a person is prohibited. 

D. Hate mail , including statements that bully, threaten , intimidate and harass, 
discriminatory remarks, c6rsing , and other anti-social behaviors are 
prohibited. 

7. Use of Electronic Devices 

A. Student cell phones - Should cell phones be seen , used or heard for any 
purpose during the regular school day, students shall receive consequences 
according to the discipline policy. 

B. The use of all recording devices of any kind , including but not limited to all 
kinds of cameras, video recorders, audio recorders , etc. except for 
instructional purposes or GPSB official business is strictly prohibited. 

C. Should a student utilize the internet, cameras, cell phones, MP3s, "IPODS" 
or any of the above mentioned technologies to communicate with students or 
staff using off campus resources that subsequently cause material disruption 
at school , he/she shall be disciplined in accordance with the parish discipline 
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plan. 

8. Violating Copyright Laws 

A. The illegal installation of copyrighted software for use on district computers is 
prohibited. 

B. Transmission of any materials in violations of any U.S. or state regulation is 
prohibited. This includes - but is not limited to - copyrighted software, music, 
videos, and other materials protected by trade institutions. 

9. Vandalism - Vandalism will result in cancellation of privileges and/or other 
disciplinary actions. Vandalism related to technology is defined as any malicious 
attempt to harm or destroy the equipment or data of another user, LAN , WAN , or 
other networks that are connected to the GPSB network. This includes, but is 
not limited to, the uploading or creation of computer viruses. 
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10. Consequences of Misuse 

A. According to the Grant Parish School Board Policy Manual, school principals 
shall discipline any user who accesses, sends, receives, or configures 
electronically any profane, threatening, bullying, intimidating, harassing, 
pornographic and/or obscene language or pictures. 

B. The use of off campus resources including web pages, social networking 
sites, or Web 2.0 sites that subsequently cause material disruption at school 
is prohibited and the responsible student shall be disciplined in accordance 
with the parish assertive discipline plan. 

C. Any individual failing to follow the Terms and Conditions of this Acceptable 
Use Policy is subject to a~propriate disciplinary measures as determined by 
school administrators and/or the GPSS Technology Department. 

11. Monitoring - Teachers shall agree to instruct the students on acceptable 
technology use and monitor all student technology use to ensure student 
compliance with this policy. Students shall understand and acknowledge that 
teachers and administrators have the right to monitor all student activity using 
the network and other technology resources. 

DANGEROUS WEAPONS ((Policy GAMG) 

It is unlawful for an employee to intentionally possess a firearm on school property or 
within 1000 feet of school property, with limited exception, or while on a school bus. 
The area surrounding the school campus or within 1000 feet of any such school 
campus, or within a school bus shall be designated firearm-free zones. The Grant 
Parish School Board, in cooperation with local governmental agencies, and the 
Louisiana Department of Educatio~. shall designate and mark firearm-free zones 
which surround all schools and school property. 

Any employee possessing a firearm, dangerous weapon, or instrument intended or 
likely to produce great bodily harm, on school property, in his/her vehicle, or at any · 
school-related function, may be subject to disciplinary action, up to and including 
termination. 



EMPLOYEE ATTENDANCE (Policy ~BRB) 

Employees of the Grant Parish School Board shall be expected and required to report 
to their designated work locations in., the prescribed manner and at the prescribed time 
work activity is to commence. Employees shall also be expected to remain at work for 
the entire work period excluding any rest and meal periods permitted. Tardiness, 
unexpected absence, or failure to report to work as scheduled may result in 
disciplinary action. In cases of anticipated absence or where the employee cannot 
report to work as scheduled, the employee shall notify his/her supervisor as soon as 
possible after the employee becomes aware that he/she will be absent from work. 
Continual absence by the employee shall be conveyed to the employee's supervisor 
on a regular basis. The frequency of contact that may be required shall be determined 
by the supervisor. 

ABSENCES DURING DAY 

No teacher or other employee shall leave the school campus or work location without 
having first obtained permission from the principal/building administrator or designee. 
Teachers shall be required to sign out, stating the reason for leaving school. Upon 
returning, the teacher shall sign back in and note the time of his/her return. An 
employee's immediate supervisor mi:iy authorize an absence during the business day. 
The Superintendent or designee must grant permission for a period of one day or 
more. 

Reporting Absences 

All absences reported by the immediate supervisor shall be recorded and counted 
toward an employee's leave time. 

Unauthorized Absence 

Any employee who is absent from work and who has not received an authorized leave 
shall be considered on unauthorized leave. Any employee on unauthorized leave 
shall receive no pay for those days which constituted the unauthorized leave and may 
be subject to dismissal and/or other disciplinary actions. 

Job Abandonment 

If an employee is absent for ten (10) or more days without explanation or approved 
leave, the School Board may consider the job as abandoned and the employee 



terminated, unless the employee can provide acceptable and verifiable evidence of 
extenuating circumstances, as determined by the Superintendent. 

PROFESSIONAL LEAVE (Policy GBRH) 

The Grant Parish School Board recognizes the value of attending regional and 
national educational meetings in order to become exposed to new ideas and 
developments in various areas of public school education. Therefore, the 
Superintendent or his/her designee may grant profes~ional leave to an employee 
wishing to attend any educationally rielated conference, meeting, or convention, if such 
attendance is considered to be in the best interests of the school district. The Board 
may pay all or any part of expenses of any personnel whom it may direct to represent 
it at any such professional or educational meeting or in visitation to another school 
system. In all such cases, prior approval for said expenses must be given by the 
Superintendent or his/her designee. 

Application and notification to attend a conference or similar educational meeting shall 
be made in writing and approved as far in advance of the meeting as possible. The 
written request shall include dates, subjects to be covered, and sponsoring agency. 

Employees who request and receive written approval from or are directed by their 
supervisors to be absent from work assignment to attend a meeting, workshop, or 
other work related activity, shall indicate excused absence on their time-keeping form. 

LEAVE FOR STATE BOARD OR COMMISSION 

Leave with pay shall be granted cany school system employee who is an elected 
member of the Board of Trustees of the Teachers' Retirement System of Louisiana or 
the Louisiana School Employees Retirement System, an elected or appointed member 
of the Louisiana Board of Elementary and Secondary Education (BESE), or an 
appointed member of any task force, commission, or other advisory body established 
by BESE so that such employee may attend meetings of the entity and any 
committees thereof on which the employee serves. 

The School Board shall require any employees who may serve on the public entities 
outlined above to provide notice to the Board of the dates and times of all meetings of 
the entity and any committees thereof that are scheduled to occur on a regular basis 
and reasonable notice to the Board of any special or otherwise unscheduled meetings. 



Any employee serving on such an entity shall apply in writing for such leave in a timely 
manner, but in no case less than utwenty-four (24) hours prior to the date of the 
meeting, except in an emergency. The employee shall also be required to submit 
proper documentation that the leave granted was used for the purposes for which 
requested. Improper use of said leave may result in reimbursement to the Board of 
any compensation paid the employee for the leave days taken, and may lead to 
discipline of the employee up to and including termination . 

GENERAL LEAVES OF ABSENCE (Policy GBRIA) 

PERSONAL LEAVE 

The Grant Parish School Board shall grant to all teachers and all other employees, 
except bus operators and those who receive annual leave, two (2) days absence 
during each school year to be used for such purposes as may be determined by the 
individual. For every day an employee is absent from work over the allowed two (2) 
days, the employee shall be considered on leave without pay and a full day's pay shall 
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be deducted from their regular salary for each day absent. 

These two (2) days shall be used at the employee's discretion, upon submitting proper 
notice for such leave at least twenty-four (24) hours prior to taking said leave. The two 
(2) days personal leave shall not be cumulative nor payable upon death or retirement. 
Personal leave shall be charged to and deducted from current and/or accumulated 
sick leave as of the date personal leave is taken . 

LEAVE WITHOUT PAY 

The Board may grant leave of absence, without pay, to any regularly employed 
teacher or other employee for periods of time not to exceed one (1) year. Such leave 
shall be granted by the Board, upon proper request in writing by the employee, 
whenever in the discretion of the Board such leave is in the best interest of the school 
district. 

At the time leave without pay is gn~nted, the Board may declare that all or certain of 
such leaves shall not be deemed to interrupt active service for sabbatical leave 
purposes. 



SCHOOL AND DAY CARE CONFERENCE AND ACTIVITIES LEAVE 

An employer may grant any employee of the school system leave from work of up to a 
total of sixteen (16) hours during any twelve (12) month period to attend , observe, or 
participate in conferences or classroom activities related to the employee's dependent 
children for whom he/she is the legal guardian that are conducted at the child's school 
or day care center, if the conferences or classroom activities cannot reasonably be 
scheduled during the nonwork hours of the employee. An employee who wishes to 
request such leave shall provide a r~asonable notice to the employer prior to the leave 
and make a reasonable effort to schedule the leave so as not to unduly disrupt the 
operations of the employer. 

An employer is not required to pay an employee for any time taken as leave for 
conferences and school activities. However, an employee shall be permitted to 
substitute any accrued vacation time or other appropriate paid leave for any leave 
taken as provided here. 

SICK LEAVE (Policy GBRIB) 

The Grant Parish School Board shall grant all employees hired for the school year or 
longer a minimum of ten (10) days absence per year because of personal illness or 
other emergencies or special circumstances without loss of pay. 

Sick leave, when not used, shall be allowed to accumulate to the credit of the 
employee without limitation. Howef er, upon initial employment, a teacher employed 
by the School Board shall not be allowed any sick leave until he/she reports for duty 
and actually performs work. 

For employees hired before December 5, 2000, the chart below shows the number of 
sick leave days granted per year for various working contracts longer than a 9 month 
contract. 

Complete 12 11 10½ month 10 month 9½ 
years of month month contract contract month 
service credit contract contract contract 

1-3 years 12 11 11 11 10 

4-9 years 15 14 13 13 10 



10 years and 18 17 16 15 10 
up 

In order for a year of service credit to apply on the scale, the full fiscal year must be 
worked. Thus, an employee who began his/her 12 month contract in August instead 
of July 1 would have to work the remainder of the fiscal year, plus three (3) complete 
12 month fiscal years before moving to four (4) years on the scale. 

For all new employees hired on or after December 5, 2000, nine and one half (9½), 
ten (10) and ten and one half (10½), eleven (11), and twelve (12) month employees 
shall be allowed ten (10), eleven (11), twelve (12), and thirteen (13) days credited 
respectively for use as specified in this policy. 

The minimum of ten (10) days of sick leave for an employee shall be based on the 
employee beginning work at the beginning of the school year. In the case of an 
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employee beginning wo_rk in the first month of the school year, ten days sick leave 
shall be allowed. If an employee begins work in the second month of the school year, 
nine days of sick leave shall be allowed, and the number of days of sick leave shall 
continue to be prorated for an employee who begins work until the eighth month of the 
school year, when only three days of sick leave shall be allowed. The Superintendent 
and/or his/her designee shall be responsible for developing and maintaining pertinent 
regulations and procedures governing sick leave. 

TERMINOLOGY 

Statutes governing sick leave for School Board personnel include differing provisions 
for different categories of employees. For purposes of this policy, the following 
terminology shall apply: 

• A teacher shall mean any employee who holds a valid teaching certificate or 
whose employment requires the holding of a teaching certificate , or any social 
worker, school counselor, or sphool psychologist who holds, as applicable, a val id 
professional ancillary certificate. 

• A bus operator shall mean any employee who is employed as a school bus 
operator. 

• A school employee shall mean an employee who is not a teacher or a school bus 
operator. 



• The use of the term employee shall include all three (3) categories of personnel. 

CERTIFICATION OF ABSENCE 

An employee who is absent for six (6) or more consecutive days shall be required to 
present a certificate from a clinician certifying such illness. Clinician means a 
physician , physician assistant providing healthcare services in accordance with 
Louisiana law, or an advanced practice registered nurse providing healthcare services 
in accordance with Louisiana law. In the case of repeated absences of less than six 
(6) days because of illness, the School Board reserves the right to require verification 
of illness. Should a pattern of behavior warrant, upon the request of the 
Superintendent or School Board, the employee shall be required , at the expense of 
the School Board, to provide a certificate from a clinician specified by the 
Superintendent or School Board , in order to verify the existence of a medical 
necessity. 

Excuses for employee absences due to illness or injury must be provided on clinician 's 
letterhead containing the clinician 's name, address, and telephone number, typed, 
printed, or as part of the letterhead. The clinician 's typed or neatly printed name shall 
also appear beneath his/her signature. The letter must clearly state the reason for the 
illness or injury, date of the illness or injury, and the anticipated return-to-work date. 

If an employee is absent from duty under circumstances in which he/she is not entitled 
to any kind of leave, such employei3 shall be considered to be in violation of his/her 
contract, and is not entitled to be paid for the days of unauthorized absence and 
non-performance of duties. 

SICK LEAVE FOR EMERGENCIES 

Emergencies for sick leave purposes shall be defined by the School Board as: 

1. Weather conditions - hurricane, tornado, snowstorm, flood , accident, when 
approved by the Superintendent or designee; 

2. Jury duty; or 

3. Other unusual circumstances as approved by the Superintendent or designee. 

" 



EXTENDED SICK LEAVE 

The School Board shall permit employees to take up to ninety (90) days of extended 
sick leave in each six-year period of employment which may be used for a medical 
necessity at any time the employee has no remaining regular sick leave balance at the 
time the extended sick leave is set to begin. All decisions relative to the granting of 
extended sick leave shall be made by the Superintendent. 

Unused days during any six-year period of employment shall not cumulate or carry 
forward into the next six-year period of employment. The balance of days of extended 
sick leave available shall transfer with the employee from one public school employer 
to another without loss or restoration of days. 

Interruptions of service between perjods of employment with a public school employer 
shall not be included in any calculation of a six-year period , such that any employment 
with any public school employer, regardless of when it occurs, shall be included in any 
determination of the balance of days of extended sick leave available to the employee. 

Any employee on extended sick leave shall be paid sixty-five percent (65%) of the 
salary paid the employee at the time the extended sick leave begins. 

Definitions 

Child means a biological son or daughter, an adopted son or daughter, a foster son or 
daughter, a stepson or daughter, or a legal ward of an employee standing in loco 
parentis to that ward who is either under the age of eighteen (18) or who is eighteen 
(18) years of age but under twenty-four (24) years of age and is a full-time student, or 
who is nineteen (19) years of age or older and incapable of self-care because of a 
mental or physical disability. 

Immediate family member shall mean a spouse, parent, or child of the employee. 
Infant means a child under one year of age. 

Medical necessity shall be the result of a catastrophic illness or injury, a 
life-threatening, chronic, or incapacitating condition, as certified by a clinician , of the 
employee or a member of his/her immediate family. 

Parent means the biological parent of an employee or an individual who stood in loco 
parentis to the employee. 



Extended Sick Leave for Maternity or Adoptive Purposes 

Each employee granted maternity or adoptive leave in accordance with state law and 
who has· no remaining sick leave balance available may be granted up to (30) days of 
additional extended sick leave in e'ach six-year period of employment for personal 
illness relating to pregnancy, illness of an infant, or for required medical visits certified 
by a clinician as relating to infant or maternal health, prior to extended sick leave being 
taken. 

Gainful Employment Permitted 

An employee may undertake additional gainful employment while on extended sick 
leave, provided all of the following conditions are met: 

1. The employee can demonstrate that he/she will be working not more than twenty 
(20) hours a week in a part-time job that the employee has been working for not 
less than one hundred twenty (120) days prior to the beginning of any period of 
extended sick leave. 

2. The clinician who certifies the medical necessity of the leave indicates that such 
part-time work does not impair the purpose for which the extended sick leave is 

urequired. 

Any violation of the provIsIons regarding gainful employment may require the 
employee to return to the School Board all compensation paid during any week of 
extended sick leave in which the employee worked more than twenty (20) hours and to 
reimburse the School Board all related employment costs attributable to such period 
as calculated by the School Board, without any restoration of leave days. 

Application Process 

On every occasion that an employee uses extended sick leave, a statement from a 
clinician certifying that it is for personal illness relating to pregnancy, illness of an 
infant, or for required medical visits related to infant or maternal health , or that it is a 
medical necessity, shall be presented prior to extended sick leave being taken. 

The required clinician's statement may be presented along with the request for 
extended sick leave subsequent to the employee's return to service. In such a case, 
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the extended sick leave shall be granted for all days for which extended sick leave is 
requested, provided the request and required documentation are presented within 



three (3) days after the employee returns to service. However, the School Board or 
Superintendent reserves the right to question the validity of the medical certification 
after the three (3) day period. 

If the period an employee is on extended sick leave is anticipated to carry over from 
one school year to the start of the next school year, another application and clinician's 
statement shall be submitted prior to the start of the next school year in order to be 
eligible for continued extended sick leave. 

SICK LEAVE FOR ASSAULT OR BATTERY 

Any employee of the public schools who is disabled while acting in his/her official 
capacity as a result of an assault or battery by any student or person shall receive sick 
leave without reduction in pay, and without reduction in accrued sick leave days while 
disabled as a result of such assault and battery. A teacher shall be required to provide 
a certificate from a physician certifying the disability. A bus operator or school 
employee shall be required to present certification of the disability from a physician if 
the bus operator or school employee is absent for six (6) or more consecutive days as 
a result of the disability. 

Disability, for purposes of this policy, shall mean the inability to perform the essential 
functions of the job. 

The sick leave authorized shall be in addition to all other sick leave authorized herein, 
shall not be accumulated from year to year, nor shall such additional sick leave be 
compensated for at death or retirement, or compensated for in any manner except as 
set forth above. 

The School Board shall not reduce t!Ae pay or accrued sick leave of any employee who 
is absent from his/her duties to seek medical attenfion or treatment as a result of an 
injury from assault or battery. 

If the employee's physician determines that the employee is able to return to regular 
duties with restrictions and the School Board does not allow the employee to return to 
duty with those restrictions, the employee's leave shall be granted or continued as 
provided by statute. 

If any employee is receiving sick leave as a result of assault or battery as provided in 
this section and begins receiving retirement benefits, the sick leave provided herein 
shall cease. 



SICK LEAVE FOR PHYSICAL CONf ACT WITH A STUDENT 

Any teacher who is disabled while acting in his/her official capacity as a result of 
physical contact with a student while providing physical assistance to a student to 
prevent danger or risk of injury to the student, shall receive sick leave for a period of 
up to one (1) calendar year without reduction in pay and without reduction in accrued 
sick leave days while disabled as a result of rendering such assistance. Any school 
employee, but not a bus operator, disabled in a similar manner shall receive up to 
ninety (90) days of such sick leave. The teacher or school employee shall be required 
to present a certificate from a physician certifying the disability. The School Board 
may extend the period of sick leave beyond the allowable period at its discretion. 

The School Board shall not reduce the pay or accrued sick leave of any teacher or 
school employee who is absent from his/her duties to seek medical attention or 
treatment as a result of an injury from physical contact with a student. 

If the teacher's or school employee 's physician determines that the employee is able 
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to return to regular duties with restrictions and the School Board does not allow the 
employee to return to duty with those restrictions , the teacher's or school employee 's 
leave shall be granted or continued as provided by statute. 

VALIDITY OF CLINICIAN'S CERTIFICATION 

If at any time during the period of certified disability the School Board questions the 
validity or accuracy of the clinician 's certification for any type of sick leave request 
made by a teacher, or for extended leave or leave requested as a result of physical 
assault or battery made by a bus operator or school employee, the School Board may 
require the employee to be examined by a clinician selected by the School Board. 

Any further review of medical certification shall proceed as follows: 

1. Upon review of the clinician's certification submitted, if the School Board or 
Superintendent questions the validity or accuracy of the certification, the School 
Board or Superintendent may.,require the employee, or the immediate family 
member, as applicable, as a condition for taking the applicable sick leave, to be 
examined by a clinician selected by the School Board or Superintendent. If the 
clinician finds medical necessity or certifies a disability, the leave shall be 
granted. 



2. If the selected clinician disagrees with the original medical certification from the 
clinician selected by the employee, then the School Board or Superintendent 
may require the employee, or immediate family member, as applicable, as a 
condition for taking the applicable sick leave, to be examined by a third clinician , 
whose name appears next in the rotation of clinicians on a list established by the 
local medical society and maintained by the School Board or Superintendent. 
The final determination of medical necessity or certification of a disability shall be 
based on the opinion of the third clinician. 
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3. In the determination of the validity of a clinician 's certification , the opinion of a// 
clinicians consulted shall be submitted to the School Board or Superintendent in 
the form of a sworn statement. All information contained in any statement from 
a clinician shall be confidential and shall not be subject to the public records law. 

The School Board shall pay all costs of any examinations and tests determined to be 
necessary. 

SICK LEAVE/WORKERS' COMPENSATION 

Should any teacher become injured or disabled while acting in his official capacity, 
other than by assault, the teacher shall be entitled to appropriate worker's 
compensation benefits and/or sick leave benefits, at the teacher's option, for the 
period of time while injured or disabled. Any benefits received, however, shall not 
exceed the total amount of the regular salary the teacher was receiving at the time of 
injury or disability. The teacher shall be required to present a certificate from a 
physician certifying such injury or inoapacitation. 

VESTING OF SICK LEAVE 

All sick leave accumulated by a teacher or school employee, but not a bus operator, 
shall be vested in the teacher or school employee by whom such leave has been 
accumulated. In the event of the transfer of a teacher or school employee from one 
school system to another in Louisiana, or upon the return of such teacher or school 
employee to the same school system within five (5) years or such longer period that 
may be approved by the School Board to which the teacher or school employee 
returned, regardless of the dates on which the leave was accumulated or the date of 
transfer or return of the teacher or school employee, such vested leave which remains 
unused or for which the teacher or school employee has not been compensated 
directly or transferred such days for retirement credit, shall be transferred , returned to, 



or continued by the School Board and shall be retained to the credit of teacher or 
school employee. 

PAYMENT UPON RETIREMENT OR DEATH 

Upon the retirement of any employee, or upon the employee entering DROP, or upon 
the employee's death prior to retirement, the School Board shall pay the employee or 
his/her heirs or assigns, for any unused sick leave, not to exceed twenty-five (25) 
days. Such pay shall be at the daily rate of pay paid to the employee at the time of 
his/her retirement or death. 

DEFERRED RETIREMENT OPTION PROGRAM (DROP) 

Any employee of the Grant Parish School Board who participates in the Deferred 
Retirement Option Program (DROP) shall be eligible for and may elect to receive on a 
one-time basis severance pay (accrued sick leave up to a maximum of twenty-five (25) 
days) upon entering DROP on the same basis as any other employee who retires or 
otherwise leaves employment; otherwise, any accrued sick leave shall be paid only 
upon final retirement of the employee. 

FAMILY AND MEDICAL LEAVE (Policy GBRIBA) 

The Family and Medical Leave Act (FMLA) provides eligible employees the 
opportunity to take unpaid, job-protected leave for specified family and medical 
reasons. 

ELIGIBILITY 

Only eligible employees are entitled to take FMLA leave. To be eligible for FMLA 
benefits, an employee shall have been employed by the School Board for at least 
twelve (12) months and have worked at least 1250 hours during the 12-month period 
immediately preceding the date of the leave to be taken. 

LEAVE ENTITLEMENT 

Eligible employees may take up to twelve (12) workweeks of unpaid leave in a 
12-month period for one or more of the following reasons: 



1. For the birth of the employee's son or daughter or for the placement with the 
employee of a son or daughter for adoption or foster care, and to care for the 
newborn or newly placed child; 

A. Leave shall be taken within the twelve (12) months immediately following the 
birth or placement; 
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B. In cases where both a husband and wife are employed by the School Board 
and both are eligible for FMLA leave, the husband and wife shall be limited to 
a combined total of twelve (12) weeks of FMLA leave for the birth or 
placement and subsequent care; 

2. To care for the employee's spouse, son, daughter, or parent with a serious health 
condition; 

3. Because of a serious health condition that makes the employee unable to 
perform one or more of the essential functions of his or her job; and 

4. Because of any "qualifying exigency" arising out of the fact that the employee's 
spouse, son, daughter, or parent is a military member on covered active duty 
status ( or has been notified of an impending call or order to covered active duty). 

MILITARY CAREGIVER LEAVE 
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Eligible employees who are the spouse, child, parent, or next of kin of a covered 
service member are also entitled to up to fourteen (14) workweeks of additional unpaid 
leave during a single 12-month period (for a total of twenty-six (26) weeks if combined 
with other FMLA leave) to care for a covered service member who is undergoing 
medical treatment, recuperation or tr,erapy, is in outpatient status, or is on the 
temporary disability retired list, for a qualifying serious injury or illness. In cases where 
both a husband and wife are employed by the Grant Parish School Board and both are 
eligible for FMLA leave, the husband and wife shall be limited to a combined total of 
twenty-six (26) weeks of FMLA military caregiver leave. 

IDENTIFYING THE 12-MONTH PERIOD 

The 12-month period within which the employee may take his/her FMLA leave begins 
and is measured forward from the first date the employee takes FMLA leave. The 
next 12-month period would not begin until the next time FMLA leave is taken after 
completion of the prior 12-month period. 
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INTERMITTENT LEAVE OR REDUCED LEAVE SCHEDULE 

Generally, the time taken for FMLA leave shall be on a continuous basis. Under some 
circumstances, however, employees may take FMLA leave on an intermittent or 
reduced basis. In such instances, the 12-month period begins on the first day leave is 
taken. 

Employees may be permitted to take FMLA leave on an intermittent or reduced basis 
to care for a covered family member with a serious health condition or for the 
employee's own serious health condition when medically necessary. An employee 
may take intermittent leave for the birth or placement of a child only with School Board 
approval. 
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In any case in which an instructional employee requests intermittent FMLA leave that 
is foreseeable based on planned medical treatment and the employee would be on 
leave for more than twenty percent (20%) of the total number of working days in the 
period during which the leave would extend, the employee may be required to take 
leave for periods not to exceed the particular duration of the planned medical 
treatment or to temporarily transfer to an alternative position for which the employee is 
qualified and which would be less disruptive to the classroom. 

ADVANCE NOTICE 

Employees shall comply with the School Board's policies and pertinent administrative 
procedures for all leave requests and provide enough information for the School Board 
to reasonably determine whether the FMLA may apply to the leave request. In any 
case in which the need for leave is foreseeable, the employee shall provide the School 
Board with at least thirty (30) days notice before the date the leave is to begin. When 
the need for leave is foreseeable less than thirty (30) days in advance or is 
unforeseeable, employees shall pro'bide notice as soon as possible. 

When the need for leave is for the birth or placement of the employee's child and/or 
subsequent care and said need for leave is foreseeable based on the expected birth 
or placement, the employee shall provide the School Board with at least thirty (30) 
days notice before the date the leave is to begin. If the date of birth or placement 
requires the leave to begin in less than thirty (30) days, then notice shall be provided 
as soon as possible. 



In any case in which FMLA leave is requested for planned medical treatment, the 
employee shall consult with the School Board and make a reasonable effort to 
schedule treatment so as not to unduly disrupt school operations. 

SUBSTITUTION OF PAID LEAVE u 

Employees shall be required to substitute any applicable, accumulated paid leave, 
such as sick and/or annual leave, to concurrently cover any part or all of the twelve 
(12) week period of FMLA leave time requested. Any leave granted an employee 
under extended sick leave, medical sabbatical leave or maternity leave shall also run 
concurrently with any FMLA leave available to an employee under this policy. If paid 
leave is used by an employee, the School Board shall provide only enough unpaid 
FMLA leave time to total the allowed twelve (12) week period . 

CERTIFICATION 

The School Board may require an employee to submit medical certification from a 
health care provider to support requests for FMLA leave to care for a covered family 
member with a serious health condition or for the employee's own serious health 
condition. The employee is responsible for providing a complete and sufficient 
medical certification within fifteen (15) calendar days of the School Board's request for 
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same. Information on the certification shall include, but not be limited to, the following : 

1. Contact and practice/specialization information of the health care provider; 

2. The approximate date on which the serious health condition commenced and its 
probable duration; 

3. A statement or description of appropriate medical facts regarding the patient's 
health condition sufficient to support the need for FMLA leave; 

4. For purposes of leave for the employee's own serious health condition , 
information sufficient to establish that the employee cannot perform the essential 
functions of the employee's job as well as the nature of any other work 
restrictions, and the likely duration of such inability; 

5. For purposes of leave to care for a covered family member's serious health 
condition , information sufficiegt to establish that the family member is in need of 
care, that the employee is needed to care for the family member, and an estimate 



of the frequency and duration of the leave required to care for the family member; 

6. For purposes of leave on an intermittent or reduced schedule basis for planned 
medical treatment of the employee's or a covered family member's serious health 
condition, information sufficient to establish the medical necessity for such 
intermittent or reduced schedule leave and an estimate of the dates and duration 
of such treatments and any periods of recovery; 

7. For purposes of leave on an intermittent or reduced schedule basis for the 
employee's serious health condition, including pregnancy, that may result in 
unforeseeable episodes of incapacity, information sufficient to establish the 
medical necessity for such intermittent or reduced schedule leave and an 
estimate of the frequency and duration of the episodes of incapacity; and 

8. For purposes of leave on an intermittent or reduced schedule basis to care for a 
covered family member with a serious health condition, a statement that such 
leave is medically necessary to care for the family member, and an estimate of 
the frequency and duration of the required leave. 

Consistent with School Board policies, employees on FMLA leave due to a serious 
health condition may be expected to keep their supervisors notified of their progress 
and anticipated date of return. Employees shall be required to submit a recertification 
from their physician on the required form once every thirty (30) days, except under 
certain circumstances set forth in the FMLA. 

The School Board may also require that an employee's request for "qualifying 
exigency" leave or that leave requested to care for a covered service member be 
supported by appropriate certification. 
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FITNESS FOR DUTY AND RETURN TO WORK 

An employee returning from FMLA leave due to a serious health condition shall be 
required to provide to the School Board certification from his/her health care provider 
that he/she is able to resume work and perform the essential functions of his/her job. 

An employee returning from FMLA leave shall have the right to be restored to his/her 
previous position or to an equivalent position with equivalent pay, benefits, and other 
terms and conditions of employment, except that the School Board may not be 
obligated to restore certain "highly compensated" or "key" employees to their former 
positions under the conditions set out in the FMLA. 



DEFINITIONS 
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Serious health condition means an illness, injury, impairment, or physical or mental 
condition that involves: 

• any period of incapacity or treatment connected with inpatient care (i.e. , an 
overnight stay) in a hospital , hospice, or residential medical care facility; or 

• a period of incapacity requiring absence of more than three (3) calendar days 
from work, school , or other regular daily activities that also involves continuing 
treatment by (or under the supervision of) a health care provider; or 

• any period of incapacity due to pregnancy, or for prenatal care; or 

• any period of incapacity (or treatment therefore) due to a chronic serious health 
condition (e.g ., asthma, diabetes, epilepsy, etc.); or 

• a period of incapacity that is permanent or long term due to a condition for which 
treatment may not be effective (e.g. , Alzheimer's, stroke, terminal diseases, 
etc.); or, 

• any absences to receive multiple treatments (including any period of recovery 
therefrom) by, or on referral by, a health care provider for a condition that likely 
would result in incapacity of more than three (3) consecutive days if left untreated 
(e.g., chemotherapy, physical therapy, dialysis, etc.). 

MATERNITY AND ADOPTIVE LEAVE (Policy GBRIC) 

MATERNITY LEAVE 

The Grant Parish School Board shall grant to regular employees maternity leave 
(leave without pay) for a reasonable period of time before and after the birth of a child. 
Reasonable period of time means that period during which the female employee is 
disabled on account of pregnancy, ~hildbirth , or related medical conditions. Regular 
employees, for purposes of this policy, shall mean teachers serving under contract 
(not to include substitute teachers or teachers replacing others on leave) and other 
female employees who are employed by the School Board on a regular basis. Such 



leave shall be granted upon proper application to the School Board for maternity 
leave. 

Employees may be permitted to use current and accumulated sick leave days in lieu of 
maternity leave upon proper request. The period of disability for which sick leave may 
be used shall be determined by the employee's physician, in conjunction with the 
employee and appropriate school personnel, and submitted to the School Board in 
writing. 

Each employee granted maternity leave in accordance with state law who has no 
remaining sick leave days availabl~ may also be granted up to thirty (30) days of 
extended sick leave in each six-year period of employment in accordance with policy 
GBR/8, Sick Leave. 

Application 

A pregnant employee may remain on the job as long as she is performing her duties 
competently as determined by her immediate supervisor. The employee shall fill out a 
Maternity Leave Request form, giving as much advance notice as possible, but in no 
case less than thirty (30) days prior to the beginning date of leave, except in 
emergency situations. The form must be accompanied by a statement from a 
physician verifying the state of pregnancy and expected dates of disability due to 
pregnancy. Such certificates shall follow the same standards as for submission of 
certificates for sick leave as found under Certification of Absence in policy GBR/8, 
Sick Leave. Failure to comply with the notice and other requirements of this policy 
may be considered willful neglect of duty and may result in disciplinary action up to 
and including termination. 
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Retirement Credit 

While on maternity leave, an employee may elect to receive retirement credit for the 
time spent on leave. If the employee elects to receive retirement credit, she must pay 
the employee and employer retirement contributions. It is the responsibility of the 
employee to contact the Human Resources Department and make these 
arrangements. Failure to make arrangements to receive retirement credit while on 
leave cancels the opportunity to receive this credit in the future. 



Return to Work 

The employee shall be eligible for re-employment to the position she left when she 
submits written notice to the Human Resource Department from her physician that she 
is physically fit to return to full-time employment. The employee is guaranteed the 
position held prior to the leave unless the position is eliminated. 

Consecutive Service 

Maternity leave for the period of disability occasioned by pregnancy and/or childbirth 
shall not interrupt the consecutive service for sabbatical leave purposes. Once 
maternity leave extends beyond the period of disability, however, such period of leave 
shall be considered an interruption of the accrual of consecutive semesters for 
sabbatical leave eligibility. 

ADOPTIVE LEAVE 

The School Board shall grant leaves of absence not to exceed thirty (30) days to 
regular employed teachers after the legal adoption of a child. If multiple children are 
adopted on the same date, the event shall be considered a single qualifying event. 
The granting of such leave shall not affect any of the tenure rights with which the 
teacher may have acquired under state law. 

Each employee granted adoptive leave in accordance with state law who has no 
remaining sick leave days available may also be granted up to thirty (30) days of 
extended sick leave in each six-year period of employment for personal illness related 
to illness of an infant, or for required medical visits certified by a physician as relating 
to infant health. 

Adoptive leave shall not interrupt the consecutive service for sabbatical leave 
purposes. 

BEREAVEMENT LEAVE (Policy 13BRIF) 

The Grant Parish School Board shall grant to all employees two (2) days absence for 
the bereavement of an immediate family member. Immediate family members shall 
include the spouse, children and their spouses; parents, brothers and sisters and their 
spouses; spouse's parents, spouse's brothers and sisters and their spouses; 
grandparents and grandchildren (including step-relations). 



These two (2) days shall be granted as used and upon submitting proper 
documentation (death certificate or obituary). The two (2) days of bereavement leave 
shall not be cumulative or payable upon the death or retirement of the employee. 
Bereavement leave shall not be charged or deducted from current and/or accumulated 
sick leave. Any additional days (up to three (3) days) of bereavement shall be 
charged and deducted from current and/or accumulated sick leave. 

JURY DUTY OR SUBPOENAS (Policy GBRIH) 

Any employee called to jury duty shall be granted a leave of absence for a period of 
time required for such jury duty. .Such leave will be granted without loss of sick, 
emergency, or personal leave or any other benefit. 

For the period of time during which he/she serves on a jury, the employee shall be 
paid the difference between his/her regular salary and the amount he/she receives as 
a juror. The employee shall be responsible for reporting such salary differen·ces to the 
Superintendent. These provisions will apply to cases where subpoenas and other 
court orders must be obeyed by the employee. 

ANNUAL LEAVE (Policy GBRK) 

Annual leave shall be earned by each active employee who has a regular 
twelve (12) month service assignment (260 days), except that no employee 
shall earn annual leave if any part of their twelve (12) month employment was 
outside their original field of service. 
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The earning of such leave shall be based on the following: 

1. Less than three (3) years of service in a twelve (12) month employment 
(.83) of a day or any fraction thereof for each completed month of 
service. (10 days annually) 

2. Three (3) years but less than ten (10) years of service in a twelve (12) 
month employment - one (1) day or any fraction thereof for each 
completed month of service. (12 days annually) 



3. Ten (10) or more years of ~ervice in a twelve (12) month employment 
one and one-fourth (13 ) days or any fraction thereof for each completed 
month of service. (15 days annually) 

Accrued unused annual leave earned by an employee shall be capped at a 
maximum of thirty (30) days. 

The minimum charge to annual leave records shall not be less than one-half 
day. 

Non-active employees on any other type of leave shall not earn annual leave. 

Any unused annual leave at the time of separation (termination, resignation , 
retirement, entrance into DROP, or death) shall be paid to the employee or 
his/her heirs on or before the next regular payday for the pay cycle during which 
the employee was working at the time of separation, or no later than fifteen (15) 
days following the date of separation, whichever occurs first at the employee's 
daily rate of pay. 

Annual leave must be applied for by the employee at least five (5) working days 
prior to use of such leave to the Superintendent or his/her designee. This time 
requirement may be waived in extenuating circumstances. This scheduling of 
such leave must be in the best interest of the system. 

ACTIVITIES FUND MANAGEMENT (Policy JHB) 

It shall be the policy of the Grant Parish School Board that monies of all 
school-sponsored student organizations be deposited with the school's accounts in the 
principal's office daily. The treasurer of the organization shall be issued a receipt for 
each deposit, and he/she shall keep a record of the organization's account including 
all deposits and disbursements. Proper accounting of all school activity, organizational 
or other funds shall be in accordance with procedures outlined by the Superintendent. 

The Superintendent or his/her designee shall be responsible for exercising control 
over all fundraising activities. He/she or his/her designee shall establish and maintain 



administrative regulations governing all school related fund raising activities. Such 
activities shall be continually monitored to assure proper management of all funds. 
The system of accounting for school monies shall be in conformity with the system of 
accounting recommended by the Board and other appropriate authorities. 

Officers of the affected school-sponsored organization, the sponsor of that 
organization, and the principal shall jointly determine use of such funds. 

Guidelines for raising funds by students are: 
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1. All fundraisers shall be approved by the Fundraising Committee. 

2. At-school fundraisers such as barbecues, gumbos, carnivals, etc. shall 
be encouraged. 

3. No door-to-door selling shall be allowed. 

4. All requests for fundraisers shall be submitted to the Fundraising 
Committee, in writing , a month in advance, stating the fundraising 
activity and how the money raised will be used. 

5. Elementary students shall not be required to sell in order to participate in 
clubs, athletics, trips, etc. 

6. High School students - It shall be at the discretion of the school sponsor 
if students who are to participate in clubs, athletics, trips, etc. will all be 
required to sell. 

7. Non-school groups shall not be allowed to bring candy or merchandise 
to school to sell. 



TEACHER CERTIFICATION 

It is the responsibility of each certified employee to review his/her 
teaching certificate to ensure the certificate is not allowed to expire. All 
employees can view their teaching certificates at www.teachlouisiana.net 

Louisiana allows participants to add degrees, request name changes, 
add teaching endorsements, receive higher certificates, extend 
certificates, reinstate certificates, and request evaluations. When a 
complete application is received, a determination is made regarding the 
requested action. If additional information is needed or a deficiency 
exists, you will be notified by email. 

Non-certified teachers are required to work toward completion of 
certification requirements. Each year progress toward completion of 
certification will be evaluated by the Superintendent. 

Please direct all certification questions or concerns to Melissa H. 
Steelman, HR Director, at msteelman@gpsb.org. 

PUPIL PROGRESSION PLAN 

All grading policies for the Grant Parish School System are detailed in 
the current Pupil Progression Plan that can be viewed on the GPSS 
website. 
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