






















































































































































































































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 
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; 

CJ 

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 
CJ 

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. 

~ 

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 

u 
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 
0 

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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