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GC   Classified Personnel Section 

   SN Excludes school management and supervisory 

    Personnel classified under CG policies. 

GCA   Compensation Guides and Contracts (Cf.EGA) 

   SN Scope of category determined by actual agreements 

    in force.  See Handbook. 

GCAA  Merit System 

GCB   Positions 

GCBA  Qualifications and Duties 

SN   Job descriptions listed and coded 

(GCBAA, GCBAB, etc) Job-by-job 

GCC   Recruitment 

GCD   Hiring 

GCE   Assignment 

GCF   Orientation 

GCG   Probation 

GCH   Supervision 

GCI   Evaluation 

GCJ   Promotion 

GCK   Suspension 

GCKA  Lay-Off 

GCL   Tenure 

GCM   Transfer 

GCN   Separation 

GCO   Resignation 

GCP   Re-employment 

GCQ   Retirement  

GCR   Working Conditions 

GCRA    Health Examinations 

GCRAA    Drug Free Workplace 

GCRAF    Drug and Alcohol Testing for Bus Drivers 

GCRAG    Workmen’s Compensation 

GCRB    Time Schedules 

GCRC    Work Load 

GCRD   Overtime Pay 

GCRE    Expenses (Cf. DJD) 

GCRF    Non-School Employment 

 

 

 

 

 



 

 

 

GCRG   Leaves and Absences 

GCRGA    Emergency and Legal 

GCRGB    Illness 

GCRGC    Maternity 

GCRGD    Military 

GCRGE    Religious 

GCRGF    Bereavement 

GCRH   Vacations 

GCRI    Paid Holidays 

GCS   Employee Organizations (Cf. HBH) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 



Policy Name:  CLASSIFIED STAFF                                   Policy Code: GC 

PERSONNEL POLICY COMMITTEE 

         Date Adopted:   4-8-2003 

 
 

       Section 1. (a) Each school district in the State of Arkansas shall have a set of written 

personnel policies, including the salary schedule for each classification of classified personnel in 

the schools. 

 

 (b) For the purposes of this act there shall be five (5) classifications of classified personnel 

as provided for in Section 3 of this sub-chapter. 

 

 (c) For purposes of this act, a classified employee shall be an employee of a public school 

who is not required to hold a teaching license issued by the State Board of Education. 

 

 Section 2. The provisions of this act shall not apply if the district chooses to officially 

recognize in its policies an organization representing the majority of the classified personnel of 

the district for the purposes of negotiating personnel policies, salaries, and educational matters of 

mutual concern under a written policy agreement. 

 

 Section 3. (a)(1) Each school district shall have a committee on personnel policies for 

classified personnel which consists of at least one 

        

 (1) non-management representative from each of the following five (5) classifications: 

 

(A) Maintenance and operation; 

(B) Transportation; 

(C) Food Service; 

(D) Secretarial and clerical; and 

(E) Aids and paraprofessionals. 

  

 (2) Any classification of support personnel not identified in the five (5) classifications may 

be added as an additional representative. 

 

 (b) There shall be no more than three (3) administrators on the committee, one (1) of 

which may be the superintendent of schools. 

        

 (c) The classified personnel members of the committee on personnel shall be elected by 

the majority of the classified personnel voting by secret ballot. 

        

 (d) The election shall be solely and exclusively conducted by the classified personnel 

including distribution of ballots to all classified personnel. 

        

 (e) The election shall be conducted by mid-October. 

        

 Section 4. (a) The personnel policies of the school district in effect at the time a classified 



employee’s contract is entered into or renewed shall be considered to be incorporated as terms of 

the contract and shall be binding upon both parties unless changed my mutual consent. 

        

 (b) Any amendments to personnel policies adopted during the term of such contract shall 

become effective the following July 1. However, these amendments may take place immediately 

with mutual consent. 

        

 Section 5. (a) The school district’s committee on the personnel policies for classified 

personnel shall organize itself in October, elect a chairman and a secretary, and develop a 

calendar of meetings throughout the year to review the district’s personnel policies to determine if 

additional policies or amendments to existing policies are needed. 

        

 (b) Minutes of the committee meeting shall be promptly reported and distributed to 

members of the board and posted in the worksites of the district including administrative offices. 

        

       (c) Either the committee or the board of directors may propose new personnel policies or 

amendments to existing policies, if the proposals by the board have been submitted to the 

committee at least ten (10) working days prior to presentation to the board. 

        

 (d) The committee shall present its proposed policies or amendments to existing policies 

to the board of directors. 

        

  (e) After presentation to the board, final action shall be taken no later than the next regular 

board meeting. 

        

  (f) The board of directors shall have the authority to adopt, reject, or refer back the 

committee on personnel policies for further study and revision, and proposed policies or 

amendments to existing policies that are submitted to the board for consideration. 

        

 Section 6. (a) Each classified employee being employed by a school district for the first 

time shall be given a copy of the district’s personnel policies in effect at the time of his or her 

employment. 

        

 (b) Each classified employee or administrator who was employed before the adoption of 

this policy shall be given a copy of the district’s personnel policies at the time his or her contract 

is renewed or extended. 

        

 (c) Each classified employee or administrator shall be furnished a copy of any 

amendments to the personnel policies within thirty (30) days after approval of the amendments by 

the board of directors of the district. 
 

Legal References: 

Act 1780 of 2003 

 
 

 



Policy Name:   COMPENSATION GUIDES                                    Policy Code: GCA 

AND CONTRACTS     

        Date Adopted:    4-8-2003 

SALARY 

 
1. The salary    of   a  non-certified   person  who  begins  work with the  Dermott  Public   

School   for   the   first  time  will be  no less than the prevailing minimum wage. 

 

2. The   skills  necessary  to  perform  a  particular  job  and  a    person’s experience will be 

factors in determining an individual’s starting salary. 

 

3. The board reserves the right to determine specific pay periods and the days those periods 

shall cover.  These periods and days shall be stated in an employee’s contract. 

 

4. Raises may be given each year if  the money  is  available.  The  board will determine  the  

amount  of  increase and whether  the  increase will  be a percentage raise or an “across the 

board” raise. 

 

5. A day’s salary for an employee will be determined as follows: 

 
a. Employees paid monthly: A day’s salary shall be determined by dividing the salary 

as stated in the employee’s contract by the number of working days, as determined 

by the superintendent, in the contract.  The total number of working days shall 

normally be 190 for 9 month employees, 200 for 10 month employees, 210 for 11 

month employees and 240 for 12 month employees with the exception of the 

custodial, maintenance and bus maintenance employees, who work on a 240 day 
work year. 

 

b. Employees paid on an hourly basis: A day’s salary will be determined by 

multiplying the normal number of hours worked per day by the hourly 

rate as stated in the employee’s contract. 

 

 

 
Legal References: 

 

Act 822 of 1989; Act 223 of 1971; Act 376 of 1977. 



Policy Name:    PAYROLL DEDUCTIONS   Policy Code:         GCAA  

 

         Date Adopted:    8-8-2002 

 

 

A. INSURANCE 

 

1. Payroll deductions may be made for  insurance  plans  as  approved  by  

the board. 

 

2. An employee wishing payroll deductions for insurance should contact 

the Administration Center or a company representative for the 

necessary forms. 

 

3. Accident insurance sold to student is also available to teachers and to 

non-teaching employees. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
Policy Name:    WRITTEN SALARY SCHEDULES Policy Code:          GCAB  

 

                  Date Adopted:     8-8-2002 

 

 

 It shall be the policy of the Board of Directors that: 

 

1. The school district shall adopt written salary schedules for classified 

personnel annually and shall file such schedules with the Department of 

Education no later than September 15 for the school year in which they are in 

effect. 

 

2. Such  schedules shall reflect the actual pay practices of the district for 

classified personnel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

Act 391 of 1999 





 

 
                                                    2019-2020 

                                DERMOTT SCHOOL DISTRICT 

                       180 DAY NON-CERTIFIED SALARY SCHEDULE 

 

Two or more years (60 hours) of college credit (College Transcript Necessary)  

 

EXPERIENCE                SALARY 

 

0 $15,814.98 

 

1 $15,923.13 

 

2 $16,031.28 

 

3 $16,139.43 

 

4 $16,247.58 

 

5 $16,355.73 

 

6 $16,463.88 

 

7 $16,572.03 

 

8 $16,680.18 

 

9 $16,788.33 

 

10 $16,896.48 

 

11 $17,004.63 

 

12 $17,112.78 

 

13 $17,220.93 

 

14 $17,329.08 

 

15 $17,437.23 

 

Approved:  

180 days 

$108.15 per step increase 
 



 

 

2019-2020 

DERMOTT SCHOOL DISTRICT 

190 DAY NON-CERTIFIED SALARY SCHEDULE 

AIDES, SECRETARIES, ETC. 

Two or more years (60 hours) of college credit.  College transcript necessary. 

 

EXPERIENCE                           SALARY 

 

0 $16,693.59 

 

1 $16,801.74 

 

2 $16,909.89 

 

3 $17,018.04 

 

4 $17,126.19 

 

5 $17,234.34 

 

6 $17,342.49 

 

7 $17,450.64 

 

8 $17,558.79 

 

9 $17,666.94 

 

10 $17,775.09 

 

11 $17,883.24 

 

12 $17,991.39 

 

13 $18,099.54 

 

14 $18,207.69 

 

15 $18,315.84 

 

Approved:  

Other Extended Contracts 

10 months (200 days) 1.1 

11 months (220 days) 1.2 



12 months (240 days) 1.3 

190 days      $108.15 step increase 

                                                                      2019-2020 

                                                 DERMOTT SCHOOL DISTRICT 

                                  CAFETERIA, BUS DRIVERS, CUSTODIANS AND 

                                                             CROSSING GUARD 

 

SALARY SCHEDULE 

 

 

 

CAFETERIA 

 

Shirley Allen                  $11,570.00 (6.5 hours/day at 10.00/hour) 

Linda Patterson           * $12,460.00 (7 hours/day at 10.00/hour) 

Georgia Figures              $11,570.00 (6.5 hours/day at 10.00/hour) 

Tonya Allen                 * $13,350.00 (7.5 hours/day at 10.00/hour) 

Jimmie Robinson           $11,570.00 (6.5 hours/day at 10.00/hour) 

 

* This amount is due to coming in early or staying later and can be adjusted if necessary.    

 

 

 

CUSTODIANS 

 

Linda Tyler                   $19,200.00 (8 hours/day at 10.00/hour, 240 days) 

Renee Morris                $19,200.00 (8 hours/day at 10.00/hour, 240 days) 

Velda Burkley               $16,000.00 (8 hours/day at 10.00/hour, 200 days) 

 

 

 

CROSSING GUARD 

 

$3,593.89 

 

 

 

BUS DRIVERS 

Regular Route: 0 – 10 miles (One way) $6,391.67 

Long Route:  11 – 19 miles (One way) $7,375.83 

Extra Long Route: 20 and Over (One way) $8,360.00 

 

 

Approved:   

                 

 



 

 

 

 

                                                              

2019-2020 

                                         DERMOTT SCHOOL DISTRICT 

                                                CAFETERIA DIRECTOR 

 

EXPERIENCE                 SALARY 

 

0 $15,000.00 

 

1 $15,096.53 

 

2 $15,193.06 

 

3 $15,289.59 

 

4 $15,386.12 

 

5 $15,482.65 

 

6 $15,579.18 

 

7 $15,675.71 

 

8 $15,772.24 

 

9 $15,868.77 

 

10 $15,965.30 

 

11 $16,061.83 

 

12 $16,158.36 

 

13 $16,254.89 

 

14 $16,351.42 

 

15 $16,447.95 

 

Approved:  

200 day contract 1.1 multiplier 

$96.53 per step increase 



                                                              

 

 

 

 

2019-2020 

                                              DERMOTT SCHOOL DISTRICT 

                                        LEAD MAINTENANCE PERSONNEL 

 

EXPERIENCE                      SALARY 

 

0 $18,239.28 

 

1 $18,335.81 

 

2 $18,432.34 

 

3 $18,528.87 

 

4 $18,625.40 

 

5 $18,721.93 

 

6 $18,818.46 

 

7 $18,914.99 

 

8 $19.011.52 

 

9 $19,108.05 

 

10 $19,204.58 

 

11 $19,301.11 

 

12 $19,397.64 

 

13 $19,494.17 

 

14 $19,590.70 

 

15 $19,687.23 

 

Approved:  

Contract is for a period of 240 days 

$96.53 per step increase 



 
 

 

 

 

                                                                   2019-2020 

                                              DERMOTT SCHOOL DISTRICT 

                                                     DISTRICT TREASURER 

 

EXPERIENCE                      SALARY 

 

0 $24,694.35 

 

1 $24,790.88 

 

2 $24,887.41 

 

3 $24,983.94 

 

4 $25,080.47 

 

5 $25,177.00 

 

6 $25,273.53 

 

7 $25,370.06 

 

8 $25,466.59 

 

9 $25,563.12 

 

10 $25,659.65 

 

11 $25,756.18 

 

12 $25,852.71 

 

13 $25,949.24 

 

14 $26,045.77 

 

15 $26,142.30 

 

Approved:  

12 months (240 days) contract 1.3 multiplier 

$96.53 per step increase 



 

 

 

 

 

 

                                                               2019-2020 

                                          DERMOTT SCHOOL DISTRICT 

                             MAINTENANCE/CUSTODIAN SUPERVISOR 

 

EXPERIENCE                  SALARY 

 

0 $33,140.61 

 

1 $33,237.14 

 

2 $33,333.67 

 

3 $33,430.20 

 

4 $33,526.73 

 

5 $33,623.26 

 

6 $33,719.79 

 

7 $33,816.32 

 

8 $33,912.85 

 

9 $34,009.38 

 

10 $34,105.91 

 

11 $34,202.44 

 

12 $34,298.97 

 

13 $34,395.50 

 

14 $34,492.03 

 

15 $34,588.56 

 

Approved:  

Contract is for a period of 240 days 

$96.53 per step increase 



 
 

 

 

 

                                                                2018-2019 

                                           DERMOTT SCHOOL DISTRICT 

                                                   SCHOOL NURSE (RN) 

 

 

SALARY 

 

$198.28  PER DAY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

                  

                                                                   2019-2020 

                                              DERMOTT SCHOOL DISTRICT 

                                                     JUNIOR/HIGH SCHOOL 

                                                          ISS INSTRUCTOR 

EXPERIENCE                     SALARY 

0 $15,886.55 

1 $15,983.08 

2 $16,079.61 

3 $16,176.14 

4 $16,272.67 

5 $16,369.20 

6 $16,465.73 

7 $16,562.26 

8 $16,658.79 

9 $16,755.32 

10 $16,851.85 

11 $16,948.38 

12 $17,044.91 

13 $17,141.44 

14 $17,237.97 

15 $17,334.50 

Approved:  

180 day contract 

$96.53 per step increase 

                            

 



 

                                          

2019-2020 

                                                DERMOTT SCHOOL DISTRICT 

                                                             HEAD MECHANIC 

 

EXPERIENCE                       SALARY 

 

0 $28,092.05 

 

1 $28,188.58 

 

2 $28,285.11 

 

3 $28,381.64 

 

4 $28,478.17 

 

5 $28,575.70 

 

6 $28,671.23 

 

7 $28,767.76 

 

8 $28,864.29 

 

9 $28,960.82 

 

10 $29,057.35 

 

11 $29,153.88 

 

12 $29,250.41 

 

13 $29,346.94 

 

14 $29,443.47 

 

15 $29,540.00 

 

Approved:  

240 day contract 

$96.53 per step increase 

 
 

 



                                                                     2019-2020 

                                                DERMOTT SCHOOL DISTRICT 

                                                 TECHNOLOGY SUPERVISOR 

 

EXPERIENCE                        SALARY 

 

0 $32,353.50 

 

1 $32,461.65 

 

2 $32,569.80 

 

3 $32,677.95 

 

4 $32,786.10 

 

5 $32,894.25 

 

6 $33,002.40 

 

7 $33,110.55 

 

8 $33,218.70 

 

9 $33,326.85 

 

10 $33,435.00 

 

11 $33,543.15 

 

12 $33,651.30 

 

13 $33,759.45 

 

14 $33,867.60 

 

15 $33,975.75 

 

 

Approved:  

220 day contract with a 1.2 multiplier 

$108.15 per step increase 

 
 

 

 



 

                                                                    2019-2020 

                                               DERMOTT SCHOOL DISTRICT 

                                              TRANSPORTATION DIRECTOR 

 

EXPERIENCE                      SALARY 

 

0 $19,386.53 

 

1 $19,483.06 

 

2 $19,579.59 

 

3 $19,676.12 

 

4 $19,772.65 

 

5 $19,869.18 

 

6 $19,965.71 

 

7 $20,062.24 

 

8 $20,158.77 

 

9 $20,255.30 

 

10 $20,351.83 

 

11 $20,448.36 

 

12 $20,544.89 

 

13 $20,641.42 

 

14 $20,737.95 

 

15 $20,834.48 

 

 

Approved:  

240 day contract 

$96.53 per step increase 

 

                                                                     2019-2020 

                                                 DERMOTT SCHOOL DISTRICT 



                                         180 DAY NON-CERTIFIED SALARY SCHEDULE 

                                                   AIDES, SECRETARIES, ETC. 

 

EXPERIENCE                           SALARY 

 

0 $13,500.00 

 

1 $13,596.53 

 

2 $13,693.06 

 

3 $13,789.59 

 

4 $13,886.12 

 

5 $13,982.65 

 

6 $14,079.18 

 

7 $14,175.71 

 

8 $14,272.24 

 

9 $14,368.77 

 

10 $14,465.30 

 

11 $14,561.83 

 

12 $14,658.36 

 

13 $14,754.89 

 

14 $14,851.42 

 

15 $14,947.95 

 

Approved:  

Other Extended Contracts 

10 months (200 days) 1.1 

11 months (220 days) 1.2 

12 months (240 days) 1.3 

180 days 

180 days 



                                                                2019-2020 

                                           DERMOTT SCHOOL DISTRICT 

                                                   DUE PROCESS CLERK 

 

EXPERIENCE                  SALARY 

 

0 $18,522.30 

 

1 $18,618.83 

 

2 $18,715.36 

 

3 $18,811.89 

 

4 $18,908.42 

 

5 $19,004.95 

 

6 $19,101.48 

 

7 $19,198.01 

 

8 $19,294.54 

 

9 $19,391.07 

 

10 $19,487.60 

 

11 $19,584.13 

 

12 $19,680.66 

 

13 $19,777.19 

 

14 $1873.72 

 

15 $19,970.25 

 

Approved:  

10 months (200 days) contract 1.1 multiplier 

$96.53 per step increase 



 

 

Policy Name:    PERSONNEL RECORDS   Policy Code:           GCAD 

 

                     Date Adopted:    8-8-2002  

 

 

CREDENTIALS TO BE FILED IN THE ADMINISTRATION CENTER 

 

1. Non-certified employees shall place on file in the Administration Center a 

Social Security number, state and federal withholding tax exemption forms, 

and a certificate of health stating freedom from tuberculosis.  (See portion of 

Act 97 of 1977, below.)  S.L.A.  6-17-101 

 

“Any new employee coming into the district shall present to the Secretary of 

the Board of directors of the employing district, a certificate of health dated 

not more than 90 days prior to date of its presentation stating that said 

employee is free from tuberculosis.” 

 

2. Secretaries and aides shall file birth certificates and teacher retirement forms. 

Participation in the teachers retirement system is mandatory for secretaries 

and aides. (7/18/90) 

 

3. Other non-certified personnel shall file state retirement forms. 

 

4. The administration may request that an employee file proof of a physical 

examination by a licensed medical doctor (M.D.) 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 



Act 49 of 1987 

   

 
Policy Name:    CLASSIFIED STAFF POSITIONS                           Policy Code: GCB  

 

         Date Adopted:  8-8-2002 

 

 

The Superintendent  of  Schools  shall  recommend  to  the  board  of  

Education such  non-professional personnel as may be necessary to provide 

adequate support to the instructional program of the schools.  These 

employees will include persons to manage and operate the following support 

services: 

 

1. Clerical Support. 

 

2. Transportation. 

 

3. Food Service. 

 

4. Custodial. 

 

5. Maintenance of Plant. 

 

6. Other as may be needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 



None 

 

 

 

Policy Name:    CLASSIFIED PERSONNEL  Policy Code:     GCBA       

QUALIFICATIONS AND DUTIES 

         Date Adopted:    8-8-2002  

 

 

     The school district shall maintain a staff of employees who are not certified by 

the State Department of Education in the necessary non-instructional capacities: 

clerical, custodial, food service, transportation, health and maintenance.  These 

employees shall perform those necessary duties as are stipulated by the 

Superintendent of Schools.  (At the time of employment, the superintendent will 

supply Classified persons with a copy of their job description.  This will become an 

attachment.)  It shall be the duty of the Superintendent of Schools to recommend the 

employment of the individual members of the non-instructional staff to the Board of 

Education for approval and employment.  The superintendent shall consider as far 

as it  is  possible  the  wishes  of  employees  in  placement and assignment.  

Employees may be assigned, or transferred by the decision of the superintendent.  

Salaries   will  be  commensurate to duties performed and the prevailing wage of the 

area.  All non-instructional personnel are covered by Social Security and entitled to 

benefits there of. 

     A full-time non-certified employee must work a minimum of 900 hours a year.  

All non-certified employees are covered by Social Security. 

     Membership in Arkansas Teacher Retirement System is required for all non-

certified employees after July 1, 1989.  Part-time non-certified employees, such as 

substitutes, may exclude themselves from membership. 

     All clerical aides will be required to work for a full day the opening day of 

school and at the close of semesters when school is dismissed at noon unless 

otherwise directed by their principals. 

 

 

 

 

 

 

Legal References: 

 



Act 793 of 1977 

 
Policy Name:    CLASSIFIED PERSONNEL                              Policy Code:     GCBAA    

STAFF RIGHTS & RESPONSIBILITIES   

             Date Adopted:   4-8-2003   

 
   The Board of Education recognizes that each employee has the same civil and constitutional 

rights as any other citizen. 

     It is believed by the staff, administration, and the Dermott School board that many actions are 

neither ethical nor acceptable.  The following is a list of acts or actions which may warrant 

reprimand by the principal, superintendent, or board.  Suspension or termination may result at the 

discretion of the administration with approval of the board.  This list is considered to be partial 

and does not limit itself: 

 
1. Possession of alcoholic beverage on school campus. 

 

2. Under the influence of alcohol on campus during school hours or at a school function 

whether on campus or elsewhere. 

 

3. Possession of non-prescription illegal drugs on campus. 

 

4. Under the influence of non-prescription illegal drugs on campus during school hours or at 

a school function whether on campus or elsewhere. 

 

5. The use of vulgar, suggestive, foul, or profane language on the school campus or at any 

school function or any school connected activity. 

 
6. The use of obscene gestures on campus during school hours or at any school connected 

activity. 

 
7. Committing an immoral act with any school employee or student on the school campus. 

 
8. In order to meet the requirements of the Drug-Free Workplace Act of 1988 no employee 

of the Dermott School District shall engage in the unlawful manufacturing, distribution, 

dispensing, possession or use of a controlled substance on school campus during school 

hours or at a school function whether on campus or elsewhere.  An employee will be 

considered in violation of the policy if convicted of a criminal drug offense resulting from 

a violation occurring on school campus during school  hours or at a school function 

whether on campus or elsewhere. 

 

     Violation of any of the above eight numbered acts will be governed by the Teacher Fair 

Dismissal Law. 

 

 

 



 

 
Policy Name:    EQUAL OPPORTUNITY EMPLOYMENT          Policy Code: GCBA   

                      Date Adopted:    8-2-2002  

 

 

     No person in the Dermott School District shall, on the basis of race, color, creed, 

religion, sex, age, handicap, national origin or similar personal distinction, be 

denied the benefits of or be subjected to discrimination in regard to employment, 

retention, promotion, transfer or dismissal in any educational program or activity 

which is under the jurisdiction of the board. 

 

 

 

 

 

 

 

 

 
Legal References: 

U.S. Const. Amend. XIV. & 1; 42 U.S.C. &&2000e-1 to 17; 20 U.S. 

&1681 et seq; U.S.C. &794; 29 U.S.C. & 621 et. seq. See: 

Massachusetts Board of Retirement v. Murgia, 96 S.  Ct.  2562, 

(1976); International Brotherhood of Teamsters v. United States, 

97 S. Ct.  1843 (1977); Griggs v. Duke Power Company, 91 S.  Ct. 

849 (1979); Singleton v.  Jackson Municipal Separate School 

District, 419 F. 2dd 1211 (5th Cir.  1969) 

  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
Policy Name:    CLASSIFIED PERSONNEL-             Policy Code:  GCC 

RECRUITMENT     

         Date Adopted:        4-8-2003 

 

 

     It shall be the policy of the school board that: 

 

Persons desiring employment shall file written application at the superintendent’s 

office, setting forth in their application experience and other information as may be 

requested.  It shall be the policy of the board to post notices in public places and/or 

in the local newspaper of all vacancies.  Applications shall then be received and 

selection shall be made by the Board of Education based upon the recommendation 

of the superintendent at the next regular board meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

None 

 



 
Policy Name:  CLASSIFIED PERSONNEL                           Policy Code: GCD 

HIRING         Cf.  GCRA 

 

              Date Adopted: 4-8-2003 

 

 

     It shall be the policy of the school board that all non-professional personnel will 

be recommended for employment and re-employment by the superintendent. 

 

A. Hiring shall be done on the basis of education, training, experience, special 

skills, and ability to perform the job. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 



Act 653 of 1989 

 
Policy Name:  CRIMINAL BACKGROUND CHECKS                      Policy Code: GCDA 

FOR CLASSIFIED STAFF   

        Date Adopted:    4-4-2003 

 

 

SUPPORT STAFF QUALIFICATIONS AND REQUIREMENTS FOR 

BACKGROUND CHECK NON-CERTIFIED PERSONNEL 

 

     Act 1317 of 1997 mandates the Board of Directors of the school district or 

education service cooperative to require, as a condition for initial employment in a 

non-certified staff position, any person making an application to apply to the 

Identification Bureau of the Department of Arkansas State Police for a State and 

Nationwide criminal records check, the latter to be conducted by the Federal Bureau 

of Investigation.  The check must conform to applicable federal standards and 

including the taking of fingerprints. 

     A non-certified staff position is considered to be any job that does not require the 

person to hold a license by the State Board of Education and is either a full-time 

job, a full-time/part-time job, or is a job as a substitute teacher for 30 days or more 

during a school year.  Applicants must sign a release of information to the 

Department of Education.  The applicant will be responsible to the Arkansas State 

Police for the payment of the fee associated with the criminal records check. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 



Act 1314 of 1997 

 
Policy Name:    PERSONNEL - CENTRAL    Policy Code:  GCDAA 

OFFICE EMPLOYEES     

        Date Adopted:    8-8-2002 

 

 

     It shall be the policy of the school board that the superintendent be responsible 

for the following: 

 

     There shall be a head secretary so designated by the Board of Education who 

shall be responsible for the daily routine of the office.  The head secretary shall be 

directly responsible to the superintendent. 

     The central office staff shall consist of a number of employees adequate to carry 

out the administrative functions of the school.  Accounting, payroll, federal 

programs, and all other reports required  by the State Department of Education  

shall emanate from the central office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
Policy Name: SELECTION AND ASSIGNMENT  Policy Code:   GCE 

OF CLASSIFIED PERSONNEL 

        Date Adopted:8-8-2003 

 

 

     It shall be the policy of the school board to delegate the responsibility and 

authority to the superintendent to assign support staff throughout the district as 

needed.  The staff member will be provided orientation, training, and assignment to 

specific tasks by his/her immediate supervisor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 



Act 654 of 1991. 

 
Policy Name: ORIENTATION-CLASSIFIED   Policy Code:  GCF  

PERSONNEL     

          Date Adopted:    8-8-2003 

 

 

     The Board of Education recognizes the importance of an organized system-wide 

orientation program for all classified employees new to the School District each 

school year, and directs the Superintendent to plan and implement an orientation 

program in accordance with legal and other requirements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

Ark.  Stat.  Ann. &80-509 

 

 

 



 

 

Policy Name: PROBATION     Policy Code: GCG 

 

        Date Adopted:    8-8-2002 

 

 

     The board of Education shall require each classified employee to serve a 

probationary period of two (2) successive years of employment in the School 

District.  During the probationary period, the Superintendent may recommend to the 

Board non-renewal of a classified employee’s contact. 

     The Board shall act on the recommendation and the Superintendent shall notify 

the employee, the decision of the Board. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

 



None 

 

 
Policy Name: SUPERVISION-CLASSIFIED   Policy Code: GCH 

PERSONNEL            (Also    GBH           

 

        Date Adopted:    8-8-2002  

 

 

     The Board of Education is vested with the general administration and 

supervision of the School District.  Actual supervision, administration and 

maintenance of the District is delegated to the Superintendent of Schools as the 

executive officer of the Board.  At the discretion of the Superintendent, appropriate 

supervisory duties may be delegated to district staff members as required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 



Ark.  Stat.  Ann. &&80-213, 80-509 

 
Policy Name:  CAFETERIA SUPERVISOR   Policy Code: GCHA 

 

        Date Adopted:    8-8-2002 

 

Major Responsibilities: 

 

1. The cafeteria supervisor shall be directly responsible to the superintendent. 

 

2. The cafeteria supervisor shall operate an adequate school lunch program in 

accordance with federal and state regulations and be responsible for the 

performance of all school food services personnel. 

 

3. A monthly report shall be prepared by the cafeteria supervisor.  Supporting 

records shall be maintained and prepared for an annual audit. 

 

4. Lunches shall be served at a reasonable cost to all students and school 

personnel. 

 

5. Specific Duties shall be: 

 

a. Prepare a financial report on all cafeterias for the superintendent. 

 

b. Handle recommendations for cafeteria personnel selection, dismissal, 

and assignment. 

 

c. Provide required information to district central office for preparation of 

payroll of cafeteria staff. 

 

d. Requisition food, supplies, and equipment for school food services. 

 

e. Prepare menus for all schools. 

 

f. Responsible for the acceptance and delivery of county school 

commodities and the reports required. 

 

g. Recommends purchase of all kitchen and dining room equipment 

replacement and maintenance. 

 



h. Plans and supervises all special functions that are served by school 

cafeteria and personnel. 

 

i. Directs the implementation and monitoring of the Free Lunch Program. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
Policy Name: MAINTENANCE SUPERVISOR   Policy Code: GCHAA 

 

        Date Adopted:    8-8-2002 

 

 

     The maintenance supervisor shall be responsible for the upkeep, repair, and 

maintenance of school property and facilities.  The maintenance supervisor shall be 

directly responsible to the superintendent. 

 

1. The maintenance supervisor shall recommend to appoint, demote, assign, and 

separate personnel of the school maintenance and custodial services to the 

superintendent. 

 

2. The supervisor shall delegate to the custodial staff the responsibility for the 

safety and satisfactory conditions of the buildings and grounds and all 

machinery and equipment relating to heating, plumbing, ventilation, and 

operation of the school except such equipment or machinery as is used for 

instructional purposes.  Custodians shall be under the immediate supervision 

of the principal and under the general supervision of the maintenance 

supervisor. 

 

3. It shall be the policy of the district and carried out by the maintenance 

supervisor to recommend for hire maintenance and custodial personnel who 

are physically qualified to discharge all duties required by those departments. 

 

4. Some of the more specific duties of the maintenance supervisor shall be: 

 

a. To maintain proper distribution of school furniture and moveable 

fixtures. 

 

b. To place buildings and grounds in condition for safe, sanitary, and 

efficient operation, and continuously inspect, appraise, and maintain 

such condition throughout the term of their operation. 

 

c. To supervise the maintenance of an inventory of all property utilized 

by the buildings and grounds personnel. 



 

d. To recommend for requisition the equipment and supplies needed for 

the efficient operation and maintenance of all school property. 

 

e. To recommend to the superintendent the personnel needed to maintain 

grounds and other school property. 
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Continuation 1        Policy Code:       

GCHAA 

 

f. To direct, in general, the work of all custodians. 

 

g. To distribute custodial supplies as needed and upon requisition by the 

school principal. 

 

h. To assign custodial personnel to the schools and to supervise the 

technical phases of the custodian’s work through and with the 

principals. 

 

i. To maintain a continuous training program for custodial personnel. 

 

j. To report to the superintendent on conditions in the school buildings 

and grounds and to recommend changes and improvements which need 

to be made. 

 

k. To perform other duties as assigned by the superintendent. 
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Policy Name: PERSONNEL  - BUS DRIVERS   Policy Code:  GCHAB 

DUTIES - SCHEDULE   

         Date Adopted:    4-8-2003 

 

 

     It shall be the policy of the school board that: 

 

Duties and Responsibilities 

 

     Bus drivers employed by the district will be responsible to the superintendent.  It 

is the responsibility of each driver to keep his bus clean and report any mechanical 

trouble to the school mechanic.  All bus drivers must have a complete physical 

examination every other year, CDL License, T. B. Skin Test, must have a Criminal 

Background Check and must be the age of 21. 

 

Days Off 

 

     Bus drivers shall be off on all days school is not in session. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
Policy Name:  DERMOTT SCHOOL DISTRICT            Policy Code: GCI 

EVALUATION POLICY FOR CLASSIFIED PERSONNEL 

 

                   Date Adopted:   4-8-2003   

 

 

     It shall be the policy of the school board that non-professional personnel will be 

evaluated by the appropriate supervisor.  The superintendent will be responsible to 

implement these evaluation procedures. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 



Ark.  Stat.  Ann. &&80-1256; Act 110 of 1983, first Extraordinary Session. 

 
Policy Name: CLASSIFIED PERSONNEL-   Policy Code:             GCJ 

PROMOTION-DEMOTION 

         Date Adopted:    8-8-2002 

 

 
     It shall be the policy of the School Board that the Superintendent may apply the following in 

employment status: 

 

1. Promotions 

 

Vacated or newly established positions shall be filled, to the fullest extent consistent with 

efficient operations, by the promotion of qualified employees. 

 

2. Demotions 

 

 An employee shall be subject to demotion under the following conditions: 

 

A. If he has been found unsuited for his present position but may be expected to give 

satisfactory service in a lower paying position. 

 

B. If his position has been either abolished or reallocated to a lower pay scale and he 

cannot be transferred to a position of equal pay.  Under  such  circumstances it 

shall be clearly indicated on all papers prepared in connection with the demotion 

that the transaction in no way reflects on the employee’s performance or ability, 

except as indicated in paragraph one. 

 

3. When positions become vacant, persons presently employed by the school district will, 
if qualified, receive due consideration.  As positions become officially open, the vacancies 

will be posted on the hall bulletin board in the central office building of each school.  

Non-certified staff as well as the general public are welcome to inspect bulletin boards at 

any time during office hours. 

 

 

 

Legal References: 

 

None 

 

 

 

 

 



 

Policy Name: SUSPENSION AND DISMISSAL  Policy Code: GCK 

 

         Date Adopted:    4-8-2003 

 

 

     An employee of the Dermott School District may be suspended by the 

superintendent from duty for disciplinary reasons pending investigation of charges 

which, if substantial, will result in dismissal.  The employee will be provided 

written notice within two (2) school days of the suspension. 

 

 

 

 

 

Legal References: 

 

None 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Policy Name: Reduction in Classified Staff Work Force  Policy Code:  GCKA 

 

REDUCTION IN FORCE 

 

Should a lack of student or funds necessitate the termination of current non-certified personnel in 

a given area, the criteria of “leave longevity” within the school system will be used.  Total years 

of service to the district shall include non-continuous years of service, in other words, an 

employee who left the district and retuned later will have the total year of service counted, from 

all periods of employment.  The board shall attempt to give as much advance notice of such 

termination as possible in writing and every effort will be made to place personnel in another 

position in the school system for which he/she is qualified. 

 

If an employee in non-renewed under this policy, he or she shall be offered an opportunity to fill a 

vacancy for which he or she is qualified for a period of up to two years.  The non-renewed 

employee shall be recalled in reverse order of layoff to any position for which he or she is 

qualified.  Notice of vacancies to non-renewed employees shall be by certified mail, and they 

shall have 10 working days from the date of that the notifications is received in which to accept 

the offer of a position.  A lack of response or a non-renewed employee’s refusal of a position shall 

end the district’s obligation to replace the laid-off employee. 

 

Pursuant to any reduction in force brought about by consolidation or annexation and as a part of 

it, the salaries of all employees will be brought into compliance by a partial RIF if necessary, with 

the receiving district’s salary schedule.  Further adjustments will be made if lengths of contract or 

job assignments change.  A partial RIF may also be conducted in conjunction with any job 

reassignment whether or not it is conducted in relation to an annexation or consolidation. 

 

Legal Reference: A.C.A. ~ 6-17-2407 

 

 

 

 

 

Date Adopted:  August 8, 2002 

Date Revised:  May 10, 2007 

 

 

 

 

 

 

 

 

 

 



 
Policy Name: TENURE      Policy Code: GCL 

 

        Date Adopted:    8-8-2002 

 

 

     The Dermott School District does not grant tenure to classified personnel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

None 

 



 
Policy Name: TRANSFER-CLASSIFIED PERSONNEL              Policy Code: GCM 

 

        Date Adopted:    8-8-2002 

 

 

     It shall be the policy of the school board that the Superintendent is authorized to 

complete transfers as follows: 

 

1. Employees shall be transferred within the organization as is practical to 

utilize their highest skills. 

 

2. When transfers of personnel are necessitated by organizational changes, 

every effort shall be made to avoid reductions in pay. 

 

3. In making transfers within the organization, due consideration shall be given 

to the desires of the employee involved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

Ark.  Stat.  Ann. &&80-1234 



 
Policy Name:  SEPARATION       Policy Code: GCN 

 

        Date Adopted:    8-8-2002  

 

 

DISMISSAL PROCEDURES 

 

1. General Statements. 

 

A. The board recognizes that the continued employment of an employee 

may not be in the best interest of the school system.  In order to insure 

that dismissal proceedings will result in minimum harm to everyone 

concerned and fair and impartial treatment of the employee, the 

dismissal policies and procedures listed below have been adopted. 

 

B. The board shall endeavor to conform with state laws which are 

intended to insure that persons employed in the public schools of 

Arkansas are provided fair, reasonable and uniform procedures 

regarding termination or renewal of employment. 

 

2. Corrective and Dismissal Policies. 

 

A. Efforts shall be made to see that employees are successful in their 

position.  Each person in the administrative organization, including 

board members, shall have the responsibility of developing the 

effectiveness of the employees under his/her immediate supervision. 

 

B. If an administrator is unable to develop an employee to the point where 

re-employment can be recommended, the administrator shall follow 

the approved procedures for dismissal. 

 

C. Each higher administrative official shall review cases of recommended 

dismissal is unjustified, he or she shall attempt to work the matter out 

with the employee concerned.  If the official then favors the dismissal, 

he or she shall present reasons to his or her immediate supervisor. 

 

D. In accordance with state law, the board shall make the final decision on 

dismissal cases. 
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E. When a supervisor recognizes that an employee has some weakness or is rendering 

inefficient and incompetent service, the supervisor is required to have a conference 

with the employee in order to discuss the problem its possible solutions. 

 

F.       Immediately following the conference, the supervisor shall make a written report 

in triplicate on 81/2 x 11 paper; one copy shall be retained by the supervisor, one 

shall be sent to the superintendent.  The employee and supervisor shall be asked to 

sign the report. If the employee refuses, such refusal shall be noted on the form. 

 

G.       The employee may write up his or her own analysis of the situation, sending one 

copy to the supervisor and one copy to the superintendent.  If the employee does 

write an analysis, the superintendent shall assume that the employee agrees with 

the supervisor’s report.                                                                                         

H.         Not less than four weeks after the first conference, a second conference  shall be 

held with the  supervisor and the employee, with reports subsequently made as 

described below. 

 

 I.         No later than May 1 of the school term, the supervisor shall have a final    

conference with  the  employee about the problem, with reports following as 

described above.  After this conference, the supervisor shall notify the 

superintendent whether the supervisor’s recommendation is for renewal of contract 

or non-renewal of contract. 

J.       If the supervisor recommends that the employee’s contract not be renewed,  or that 

the contract  be renewed under other than normal conditions, the superintendent 

shall notify the employee in  writing of the proposed recommendations shall be 

made to the board. 

 

  K.       Upon notification by the superintendent the employee shall have the 

opportunity to request 

          a  conference with superintendent and/or a hearing before the board.  A special board                             

meeting will  be called if the employee requests it. 
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        L. Both the employee and the board reserve the right to be represented by 

legal  counsel in the matter. 

 

       M.       The above sequence of steps concerning appraisal and/or dismissal of                                

Employees  shall apply to all employees and their supervisors. and should                       

be followed without  fail. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

 

Act 631 of 1`991; Act 1199 of 1997      Page 3 of 3 



Policy Name:   TIME PERIOD IN WHICH  NON-CERTIFIED     Policy Code: GCNA 

PUBLIC SCHOOL EMPLOYEES MAY AND RECEIVE A  

HEARING TO APPEAL SUSPENSION, TERMINATION OR 

NON-RENEWAL DECISIONS 

         Date Adopted: 4-8-2003 

          

     It shall be the policy of the Board of Directors that a notice shall be sent to all 

non-certified school employees who are being recommended for termination or 

non-renewal. 

 

F. The notice shall state that an employee being recommended for termination, 

or a full-time non-probationary employee being recommended for non-

renewal, is entitled to a hearing before the school board upon request, proved 

such request is made in writing to the superintendent within twenty-five (25) 

calendar days from receipt of said notice. 

 

G. A suspension notice shall include a statement of reasons for the suspension, 

whether the superintendent is recommending termination, and that a hearing 

before the school board is available upon request, provided that such request 

is made in writing to the superintendent within twenty-five (25) calendar 

days from receipt of said notice. 

 

H. Upon receipt of a request for a hearing, the board shall conduct a hearing in 

accordance with the following provisions: 

 

A. The hearing shall take place not less than five (5) or more than ten (10) 

days after the written request has been received by the superintendent, 

except that the employee and the board may, in writing, agree to an 

earlier or later hearing date. 

 

B. The hearing shall be public or private at the request of the employee. 

 

 

Legal References: 

 

Act 1314 of 1999 



 

Policy Code: RESIGNATIONS     Policy Code:            GCO  

 

         Date Adopted:    8-8-2002 

 

 

     A non-certified employee shall have the privilege of resigning from the school 

system upon thirty (30) days notice.  

     It shall be necessary for a non-certified employee who resigns to furnish his/her 

supervisor with evidence of satisfactory completion of all records up-to-date on 

which his/her resignation becomes effective; otherwise his/her final pay check will 

be held until all reports have been made satisfactory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

None. 



Policy Name:    RE-EMPLOYMENT    Policy Code:             GCP 

 

         Date Adopted:    8-8-2002 

 

 

     Non-certified employees contracts will normally be acted upon at the last 

meeting in April.  All officers to renew contracts will expire if not signed and 

returned to the Superintendent’s office within thirty (30) days of issue. 

     If an occasion arises whereby the non-renewal of a non-certified employee 

appears necessary, the superintendent shall conduct an investigation for the purpose 

of determining the relevant facts. 

     If the recommendation is found to be warranted, the employee shall be informed 

in writing that a recommendation of non-renewal of his/her contract will be 

presented to the board. 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

None 

 

 

 

 



Policy Name:    RETIREMENT     Policy Code:             GCQ 

CLASSIFIED PERSONNEL    

         Date Adopted:    01-13-04 

 

 

     Employees shall be allowed to work so long as they show satisfactory work in 

their position and are physically and mentally capable of carrying out the 

responsibilities of their position. 

 

     The Dermott School District will pay for accumulated unused sick leave days 

when non-certified personnel who have been employed with the district retires 

through the Arkansas Teacher Retirement System/Public Employees Retirement 

and is no longer employed with the district.  The rate of pay will be calculated 

across the board at a rate of $35.00 per unused sick days to become retroactive the 

2003-2004 school year.  This would be paid to the retiring employee at the end of 

the final contracted school year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

Act 653 of 1989; Act 794 of 1989 

 

 

 



Policy Name: SEX DISCRIMINATION/HARASSMENT     Policy Code:GCR 

 OF STUDENTS                   (Also GBRAA) 

 
         Date Adopted:    8-8-2002 

 

     Sexual harassment and other forms of sexual discrimination , is a form of employee 

misconduct that undermines the integrity of the employee-student relationship.  All students must 

be allowed to pursue their education in an environment free from unsolicited and unwelcome 

sexual overtures. 

     Sexual harassment does not refer to occasional; compliments.  It refers to behavior that is not 

welcome, that is personally offensive, that debilitates student morale, and that therefore interferes 

with the study habits of its victims and their fellow students.  Sexual harassment may include 

actions such as: 

 

C. Verbal sex-oriented “kidding”, insults, or subtle pressure for sexual activity. 

D. Physical contact such as patting, pinching, or constant brushing against another’s 

body. 

E. Demands for sexual favors, accompanied by implied or overt promises of 

preferential treatment or threats concerning a student’s academic status. 

 

          Sexual harassment is a prohibited personnel practice when it results in discrimination for or 

against a student on the basis of conduct not related to class performance, such as the taking or 

refusal to take student action, including passing of students who submit to sexual advances or 

refusal to pass students who resist or protest sexual overtures. 

     In fulfilling our obligation to maintain a positive and productive educational environment, the 

board and District officials will make every attempt to halt any harassment of which they become 

aware by calling attention to this policy or by direct disciplinary action, if necessary. 

        Act 265 of 1993, makes it a Class C felony for a school employee to commit sexual abuse of 

a minor on school property, on property adjacent to the school or any other property used for 

school purposes, or during the time the minor is under the care or supervision of the person. 

 

Legal References: 

 

U. S.  Supreme Court, Title IX of the Education Amendment of 1972, Act 265 of 1993. 

 

 

 

 

 

 



Policy Name:   CLASSIFIED PERSONNEL   Policy Code:     GCRA 

HEALTH EXAMINATION       (Also GBRA) 

 

        Date Adopted: 4-8-2003 

 

 

     It shall be the policy of the school board that all non-professional personnel to 

provide the following as employment requirements: 

A.  A chest x-ray or T.B. skin test is required upon employment. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

&80-1210, 80-1211, 1973, Act 97, 1977, Act 59, 1979; Act 640 of 1989 

 



Policy Name: DRUG FREE WORKPLACE   Policy Code:       GCRAA 

 

         Date Adopted:    8-8-2002 

 

 

       In an effort to create a healthy environment for student and staff members, and 

in compliance with provisions of Public Law 101-226, the Dermott School board 

prohibits the possession, use, or distribution of illegal drugs and/or alcohol by its 

employees on school district property or as a part of any school activity. 

 

      The illegal manufacture, distribution, dispensation, possession or use of 

narcotics, drugs, alcohol, or controlled substances during working hours, school 

activities or on school district property constitutes conduct unbecoming an 

employee and is prohibited.  An employee shall not report to work or work after 

having used any prohibited drug.  Compliance with this violation will be subject to 

disciplinary action, up to and including discharge. 

 

      Compliance with the standards of conduct stated in this policy is mandatory of 

all employees.  Violations of any part of this policy may result in disciplinary 

action, including suspension and termination.  If the situation warrants, the 

superintendent shall communicate all available information promptly to the proper 

law enforcement agency(ies) and offer full cooperation of the Dermott School 

District in an investigation. 

 

       Employees are encouraged to seek treatment and/or counseling for drug 

problems.  The Dermott School District will not assume any expenses incurred in 

counseling or attendance in a drug/alcohol program. 

 

 

 

 

 

Legal References: 

 

The Drug-Free School & Communities Act of 1989, P. L.  101-26 



 

Policy Name: DRUG AND ALCOHOL TESTING  Policy Code:        GCRAF 

FOR BUS DRIVERS    

         Date Adopted:    8-8-2003  

 

I.  PURPOSE:    To establish guidelines for a drug and alcohol program for 

bus drivers, or any employee required to transport students by school bus. 

II.  PERSONNEL AFFECTED:    Bus drivers or any employee who transports 

student by school bus. 

  

PROGRAM OVERVIEW 

1. The safety and security of the Dermott Public School District employees and 

students will be maintained as a high priority.  The influence or use of drugs, 

including alcohol, is capable of threatening the safety of students and 

employees and cannot be tolerated.  The Dermott Public School District is 

committed to providing a drug-free work environment for the safety of 

students and employees. 

2. The possession, use, transfer, or sale of alcohol and/or any illegal drug during 

the work day is strictly prohibited and will result in termination.  Being under 

the influence of alcohol and/or any illegal drug during the work day is also 

strictly prohibited and will result in termination. 

 

DEFINITIONS 

1. Abuse and/or untimely use of alcohol. 

Having an alcohol concentration in the blood or breath of 0.04 percent or 

greater or having an alcohol concentration in the blood or breath in any 

amount or degree when coupled with impairment of the employees’ ability to 

safely, properly and effectively perform his/her assigned duties. 

2.       Drug 

Any substance (Other than alcohol) that has known mind or function-altering 

effects on a human subject, specifically including any psychoactive substance 

and including but not limited to, controlled substances. 

3.       Controlled Substances 

Has the meaning assigned by the Federal Government and includes all 

substances listed in the Federal Regulations pertaining to school bus drivers 



as they may be revised from time to time. 
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4.       Abuse and/or untimely use of controlled substances and/or drugs. 

 

 A. Testing positive for the presence of any drugs in the body at or above 

the lowest cutoff level as established by the analytical methods used by 

the testing laboratory as approved by the district. 

 

5.       Drug Screener/Collector 

 

 The person responsible for collection of specimens under this program. 

 

6.       Drug Program Facilitator 

 

The Superintendent of Schools or his designee will be responsible for the 

administration of this program. 

 

7.       Work Day 

 

The time beginning when a employee reports for work until the employee 

finishes work and leaves district property (including any rest and lunch 

breaks) or any time an employee is traveling on district business. 

 

8.       At Fault 

 

Person responsible or who caused the accident and determined at fault by law 

enforcement investigation report or from an investigation conducted by the 

district. 

 

TESTING CONDITIONS 

2. All Applicants. 

  

 All applicants for jobs covered by this program will be required to undergo 



drug and/or alcohol screening prior to their employment.  The applicant will pay the 

cost of the test.  Confirmed presence of alcohol, illegal drugs or a controlled 

substance, without adequate explanation, will result in the applicant not being 

eligible for employment. 
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GCRAF 

3. Random 

a. To maintain the district’s priority of assuring the safety, health and 

well-being of students, employees and the traveling public, the district 

retains the right to randomly test for alcohol, controlled substances and 

illegal drugs on all employees who are covered by this program. 

b. Random alcohol testing shall be administered at a minimum annual 

rate of 25 percent of the average number of driver positions. 

c. Random controlled substances and/or illegal drugs testing shall be 

administered at minimum annual rate of 50 percent of the average 

number of driver positions. 

d. The district shall ensure that employees selected for random alcohol 

and/or controlled substances tests are unannounced and spread 

reasonablely throughout the calendar year. 

e. The district shall ensure that employees selected for random alcohol 

and/or controlled substance test proceed immediately to the testing site 

upon notification of being selected. 

f. An employee shall only be tested for alcohol while the employee is 

operating a vehicle owned, rented or leased by the district.  

Immediately prior to operating or immediately after operating said 

vehicle. 

 

4. Reasonable Suspicion 

 

a. The Drug Program Facilitator or a district administrator who has 

reasonable suspicion that an employee under his supervision is guilty 

of abuse and/or untimely use of alcohol and abuse and/or untimely use 

of controlled substances and/or drugs may require the employee to 



undergo a drug and/or alcohol test.  Reasonable suspicion may be 

based, among other things, on an employee’s observed behavior which 

is indicative of drug or alcohol use, possession or use of drugs and/or 

alcohol. 

b. The Drug Program Facilitator or the employee’s immediate supervisor 

will follow the following process in cases where he reasonably 

suspects abuse and/or untimely use of alcohol or abuse and/or untimely 

use of controlled substances and/or drugs: 
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  (1)    Solicit an explanation from the employee for any behavior 

which      creates a reasonable suspicion of a violation of this 

program. 

 

(2)     If the employee cannot satisfactorily explain the behavior, the     

supervisor may request the employee to undergo a drug and/or      

alcohol test. 

 

c. A confirmed positive test, without an adequate explanation, will result 

in termination. 

 

EMPLOYEE ACCIDENT-RELATED 

The district will require an employee to undergo drug and/or alcohol testing when 

involved in an accident while operating a school bus owned, leased or rented by the 

district.  A confirmed positive test, without an adequate explanation, will result in 

termination. 

 

EMPLOYEE  REFUSAL 

Refusal to take the test immediately, or failure to cooperate fully as requested 

during the testing procedure will be considered as being an act of insubordination 

and will result in termination. 

 

EXPLANATION AND RECONFIRMATION 



Both applicants and employees may provide a written explanation for their positive 

test results and request reconfirmation of their original sample at their expense. 

 

EMPLOYEE  NOTIFICATION 

All employees and job applicants will be advised of the district Drug Testing 

Program.  Notice of the program will be posted on employee bulletin boards and 

copies of the program will be made available to job applicants and employees to 

review. 

 

EMPLOYEE  APPEAL 

Any employee may appeal his/her discharge or other disciplinary action taken under 

this policy.  Any employee may appeal his/her discharge or any other disciplinary 

action to the extent and in the manner such appeal is authorized by board policy or 

appropriate law. 
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TESTING TIME FOR EMPLOYEES 

All employees who are subject to drug and/or alcohol testing will be tested FOR 

during the work day at a time designated by the Drug Program Facilitator or a 

district administrator, except in such cases as this policy requires employees to be 

tested for cause or as a result of an accident, where upon the Drug Program 

Facilitator or a district administrator may conduct testing at any time.  Job 

applicants will receive no compensation for testing. 

 

USE OF AUTHORIZED DRUGS 

 

Prior to the start of their work, employees must report their use of any prescription 

and/or over-the-counter drugs which may impair job performance or safety of 

others to their department head of Drug Program Facilitates.  It is the employees 

responsibility to determine from his/her physician wether or not the prescribed drug 

would impair his/her job performance.  When reporting such use, the employee 

must present the drug container with prescription and/or the full label on it.  All 

prescriptions provide medical authorization when requested.  Failure to do so may 



be grounds for discharge.  Employees reporting their use of authorized drugs may 

be temporarily reassigned to an existing vacant position or be required to take leave 

with or without pay until the use is discontinued.   Each instance will be evaluated 

on its individual merits.  Paid leave may be charged to sick leave and/or current 

vacation time if either is available. 

 

EMPLOYEE ASSISTANCE 

 

Employees who have an alcohol, drug or controlled substance problem are 

encouraged to seek assistance.  All supervisors, the Directors of Transportation, the 

superintendent or his designee are available for assistance. 

 

CONFIDENTIALITY 

 

The district realizes the legal need for strict confidentiality as it relates to test 

results.  Confidentiality applies to all information relating to the employee drug 

testing, results and treatment, and no person other than necessary management will 

have access to drug testing results. 
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An employee may waive the confidentiality of the drug test.  To waive 

confidentiality of the drug screening test, he/she must give a written letter of 

authorization to the district. 

 

RECORD MAINTENANCE 

 

It will be the responsibility of the superintendent or his designee to see that all drug 

and/or alcohol test records resulting from the testing of district employees for drug 

and/or alcohol abuse are properly stored.  All such records will be maintained for a 

period of not less than five years. 

 

Legal References: 

 



Omnibus Transportation Employee Testing Act of 1991; Drug-Free Workplace Act 

of 1988;  21 CFR, Parts 1301-1306, Schedules I-V, Ark. St.  Stat.  75-1450-75-

1460. 
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Policy Name: WORKMAN’S COMPENSATION  Policy Code:       GCRAG 

 

        Date Adopted:    8-8-2002  

 

 

1. Workmen’s Compensation. 

 

A. All district employees are covered by Workmen’s Compensation. 

 

B. If an employee is injured while performing an assignment, he or she 

shall report the injury to his or her supervisor in order to initiate a 

claim with the Workmen’s Compensation Commission. 

 

2. The district carries a school district’s legal liability policy which covers 

wrongful acts of board members and school employees performed in the 

discharge of school district duties.  Coverage applies to those losses which 

the district becomes legally liable to pay. (Refer to policy for specific details 

of coverage and exclusions.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

 

None 

 



Policy Name: TIME SCHEDULES     Policy Code: GARB 

CLASSIFIED PERSONNEL 

        Date Adopted: 8-8-2002 

 

 

     Hours of work of all employees shall be determined by the Superintendent of 

Schools.  Beginning and ending hours for maintenance and custodial employees 

may vary during different seasons, but an eight hour day, five days each week, 

during a calendar month, shall be the basic work month. 

 

     Each supervisor will file monthly with the business manager, the absentee cards 

on hand for each employee under his/her supervision. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

 

None 

 



 

Policy Name:  WORK LOAD           Policy Code:     GCC 

 

                Date Adopted: 8-8-2002 

 

 

     The Board shall hold the administration responsible for the equitable distribution 

of work among the members of the classified staff. 

 

     Full-time employees must work a minimum of twenty-five (25) hours per week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

None 



Policy Name: CLASSIFIED PERSONNEL   Policy Code:     GCRD 

OVERTIME PAY  

          

 

Arkansas Code Ann. 6-17-2203 requires school districts to increase the minimum 

hourly rate paid to full-time classified school employees by a percentage equal to 

the percentage increase of the consumer price index (CPI). 

 

This legislation only applies to full-time classified school employees.   

 

The minimum hourly rate for all full time classified school  employees for the           

2015-2016 school year is $8.32.   

 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



Policy Name: OVERTIME PAY     Policy code: GCRDA 

(Non-certified) 

         Date Adopted:    8-8-2002 

 

 

     The basic work week for most full-time non-certified employees, except for food 

service workers and instructional aides, shall be forty (40) hours per week.  Work 

time is set by the employee’s immediate supervisor, as approved by the 

superintendent.  Work hours may vary according to employee and position. 

 

     No non-certified employee shall be permitted to work more than forty (40) hours 

during any given week unless authorized by the employee’s immediate supervisor 

and approved by the superintendent. 

 

     Full approval must be given prior to any over time work above and beyond the 

forty (40) hours per week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

 

None 

 



Policy Name: TRAVEL REIMBURSEMENT   Policy Code:      GCRE 

                                                                                                  (Cf.GBRF) 

 

         Date Adopted: 8-8-2002 

 

 

     The Board of Education authorizes the reimbursement of classified personnel for 

travel expenses incurred as a requirement of their jobs.  Reimbursement may be 

made for travel which is at the request of, or has received prior approval from, the 

superintendent and said employee’s immediate supervisor.  Such reimbursement 

shall be at a rate as set by the board in accordance with established procedures.  

Prior approval for all travel shall be obtained before any travel expenses can be 

incurred. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

None 

 

 

 



Policy Name:    OUTSIDE EMPLOYMENT   Policy Code:      GCRF 

 

         Date Adopted: 8-8-2002 

 

 

     If an employee has a job outside of and in addition to his or her school job, and 

if that outside job interferes with the employee’s performance of his or her school 

duties, such conflict  or interference will be discussed by the employee’s supervisor 

and superintendent, and may be brought before the board for further discussion. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References:   

None 

 

 

 

 

 

 

 

 



 

 

Policy Name: LEAVES AND ABSENCS                                   Policy Code:   GCRG 

 

                                                                                                     Date Adopted: June 14, 2007 

 

1. Personal Leave 

A. Each employee will be granted two (2) days of personal leave provided he/she 

works a minimum of twenty (20) hours per week. 

 

B. Arrangements should be made at least two (2) days in advance with the 

employee’s immediate supervisor. 

 

C. Requests will not be honored for time off on the days before or after holidays 

or during semester exams. 

 

D. Personal leave may accumulate for up to six days. 

 

E. In the event all sick leave is used, personal leave can be used for sick leave. 

 

2. General 

 

A. After a non-certified employee has used all days of personal and sick leave, 

he/she will not be paid for any days missed.  A day’s salary is considered to be 

the annual contract divided by contracted days. 

 

B. Each employee will be asked to sign a sheet for each day of work missed, 

indication reason for absence. 

 

Date Revised:  June 14, 2007 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Policy Name:    JURY DUTY OR COURT APPEARANCE LEAVE Policy Code: GCRGA 

         Date Adopted:    4-8-2003 

 

 

     Jury and voting time will be allowed without counting against personal or sick 

leave. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference:   

None 



 

Policy Name:  LEAVES & ABSENCES   Policy Code:       GCRGB 

SICK LEAVE FOR CLASSIFIED EMPLOYEES 

         Date Adopted:   01-13-04 

 

     The Board of Education shall grant to each school employee in the school 

district sick leave at the rate of one (1) day per month or major portion thereof that 

the employee is employed at full pay.  School employee shall be defined as those 

persons classified as non-certified employees and work not less than twenty (20) 

hours per week. 

 

     School employees shall only be allowed such leave for the reasons of personal 

illness in the employee’s immediate family. 

 

     The board shall maintain a record of sick leave used and accumulated for each 

school employee.  Sick leave days not used by a school employee shall be credited to 

the employee up to a maximum of 90 days.  An employee taking sick leave may use 

any amount up to his total number of accumulated days.  District employees who are 

husband and wife may each utilize the other’s accumulated sick leave. 

 

        The superintendent may require a statement from a medical doctor or other 

acceptable proof that the employee was unable to work to the end that there will be no 

abuse of sick leave privileges.  The superintendent shall require a physician’s 

verification of sick leave when absence exceeds three (3) continuous days or when 

absence indicates need for verification. 

 

        If an employee resigns or leaves his employment position for any reason before 

the end of the school term, the board may deduct from salary payment full 

compensation for any days of sick leave in excess of the number of days earned. 

 

       Act 391 of 1979 makes no provision for transferring sick leave from one district to 

another. 

 

     Illness should be reported to the supervisor at least one hour before the normal 

beginning of the working day. 



 

 

 

 

Cont.         Policy Code:            GCRGB   

 

 Any non-certified employee who accumulates ninety (90) sick days will be 

compensated for the number of unused sick days above the ninety (90) at a rate of 

$50.00 per day. (This will be paid in the last payment of the contract year retroactive 

the beginning of the 2016-2017 school year. 

 

 

Incentive Pay  

 

If the classified personnel misses, 

 

0 days -----$400.00 

1 day------$300.00 

2 days------$200.00 

3 days ------$100.00 

 

This proposal is for missing only sick or personal days. This payment will be made at 

the end of the school year.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy Name:    ACQUIRED IMMUNE DEFICIENCY  Policy Code:    GCRGBA  
SYNDROME   (AIDS)  

          Date Adopted:    8-8-2002 

 

 

 It shall be the policy of the Dermott School District that: 

 

A. All employees who are infected with AIDS will continue their employment and 

regular assignment in conformance with the Americans with Disabilities Act. 

 

B. Information about AIDS and Other Communicable Diseases to School Personnel 

 

(a) In-service to all personnel will be provided by appropriate HIV/AIDS 

trained personnel who may seek information and resources from 

community, public and private health providers.  Such in-service may 

include a discussion of local district policies, etiology of the disease, 

prevention, and community resources for referral and information.  

Periodic updates will be provided through additional in-service and 

memoranda. 

 

(b) School personnel will have specific instruction about the risks of 

communicable diseases, such as AIDS and hepatitis, incorporated into 

instruction on substance abuse and use. 

 



 

Legal References: 

 

 

 

 

 

 

 

 

 

 

Americans With Disabilities Act 

Policy Name:  Classified Staff-Sick Leave Bank    Policy Code:  GCRGBAA 

 

DESCRIPTION OF SICK LEAVE BANK 

 

 The Sick Leave Bank is set up to help members in extreme emergencies, such as open heart 

surgery, terminal cancer, extensive cancer treatment, organ transplants, or when other catastrophic 

illnesses or disabilities occur to the member or to a member’s family as defined in Policy GCRGB 

(Sick Leave Policy).  Routine parental leave does not qualify for borrowing. 

 A member shall not be granted any days from the Sick Leave Bank until all his/her own sick 

leave is depleted.  The member must use all personal days before requesting days from the Sick 

Leave Bank.  All twelve (12) month employees must also use all their vacation days before making a 

request.  A member may not request more than a maximum of ten (10) days per contract year. 

 

A. ELIGIBILITY 

1. The Sick Leave Bank is to be set up for the non-certified employees of the 

Dermott School District. 

 

2. To participate, the employee must contribute one (1) day of sick leave to the 

Sick Leave Bank when he/she becomes a member. 

 

3. An employee has the opportunity to become a mem ber by enrolling before 

October 1.  An employee may become a member in subsequent years by 

enrolling between August 25 and September 10.  At such time, he/she will be 

assessed one (1) day.  New employees, hired during the year, may become a 

member at the time of employment.  He/she will be assessed one (1) day at 

this time. 

 

B. MAINTENANCE 

 



1. Members will be assessed for days when the Sick Leave Bank has reached a 

point of near depletion. 

 

2. Members will donate only one (1) day at a time. 

 

Continuation 1        Policy Code:  GCRGBAA 

 

3. Days assessed cannot be returned to employees and will be carried forward in 

the Sick Leave Bank. 

 

 

4. A member utilizing sick leave days from the bank shall not have to replace 

those days except as a regular contributing member. 

 

5. If the bank falls below 20 days, assessment will be made at the beginning of 

the year.  All members will be notified each time when they are assessed a 

sick day.  After the first assessment, further assessments in that same year 

will not be on a volunteer basis by members.  

 

6. If a member elects not to participate during any given year, they must resign 

in writing before a day is assessed or they will loose that day.  If a member 

wishes to rejoin Sick Bank, they will be considered a new member and will 

not be eligible to request days from the sick bank until their second 

consecutive year of membership in the bank. 

 

7. If a member is not able to contribute a day when the assessment is made at 

the beginning of the year, the member will become ineligible for the rest of 

the year and will need to rejoin at the beginning of the next year. 

 

8. Members of the sick bank shall remain members unless at the time of an 

assessment. 

 

A. they decline to give to the sick bank 

B. they are unable to give a day to the bank 

 

9. If a member has been granted two consecutive years sick bank days, they will 

not be allowed to request sick days the third year.  This applies to continuing 

(uninterrupted) membership.  They would again be eligible after that year. 

 

C. ADMINISTRATION  

 

1. Personnel Policy Committee shall oversee the administration of the Sick 

Leave Bank with the assistance of the Superintendent. 

 

2. The district central office will keep the records of the Sick Leave Bank. 

 



3. The Personnel Policy Committee will determine the need for activation of the 

Sick Leave Bank, upon receipt of a Sick Leave request form.  This form is to 

be submitted to the Personnel policy Committee chairperson or the Central 

office by the employee or his/her representative, if the employee is unable to 

do so.  The application must be accompanied by a physician’s statement.  

(Request form should be submitted at or near depletion of accumulated sick 

leave and before payroll deduction is made) 

 

4. Upon receipt of application, the Committee will call a meeting as soon as 

possible. 

 

5. If the Personnel Policy Committee has questions concerning an application, 

the person submitting the application may be asked to meet with the 

Committee before a decision is made. 

 

Per Act 40 of 1999, sick leave may be shared by the Dermott School District’s certified 

and classified employees who are husband and wife. 

 

Transfer of Days 

Sick leave days may be transferred from employee to spouse as needed for the illness of 

the employee and/or the illness of immediate family member (or death of an immediate 

family member) see definition of immediate family 

 

The transferred of days must be requested on the proper forms and must indicate the exact 

number of days requested in the transfer, along with the statement describing the need for 

the transfer.  

 

Limitations 

 

Extended sick leave days shall not be transferred. Only accured days from prior years may 

be used. The employee must retain at least the current year’s sick leave benefits in his/her 

own account. Days transferred from employee to spouse may not result in the receiving 

spouse having paid unused sick leave at the end of the year. Days transferred from 

employee to spouse may not result in the receiving spouse having paid unused sick leave 

upon retirement or resignation. 

 

LICENSED EMPLOYEE SHARED SICK LEAVE 

 

Employees may share sick leave days for illness by notifying the Superintendent in 

writing. The name of the employee to whom the sick leave is given and the number of 

days to be transferred shall be stated. Days shall be for illness of the employee or the 

illness of an immediate family member for extenuating circumstances. Days can only be 

given after employees  has exhausted all days. Upon approval from the Superintendent, 

the request will be forwarded to the Payroll Manager. Requests must be made before 

payroll deadline for the current month.  

 

Limitations: 



 

Extended sick leave days shall not be transferred. Only accrued days from prior years may 

be used. The employees must retain at least the current year’s sick leave benefits in his/her 

own account. Days transferred from employee to spouse may not result in the receiving 

spouse having paid unused sick leave at the end of the year.  Days transferred from 

employee to spouse may not result in the receiving spouse having paid unused sick leave 

upon retirement or resignation.  Days cannot be given to another employee upon 

retirement or resignation of an employee  
 

Legal References: Act 791 of 1989 

 

 

 

 

Policy Name: MATERNITY LEAVE    Policy Code:       GCRGC 

 

         Date Adopted:    8-8-2002 

 

 

1. Maternity 

 

A. An employee who becomes pregnant will provide written notice to her 

supervisor and the superintendent of schools as soon as pregnancy has 

been medically determined. 

 

B. The pregnant employee must submit with such notice, a written statement 

from her physician which shall include the anticipated date of delivery, 

the date until which the pregnant employee is authorized by the physician 

to continue her job duties, the physician’s comments as to whether or not 

any restrictions of her job activities are recommended and a commitment 

from the physician to notify the school authorities of any change in the 

patients condition which might affect her ability to perform her duties. 

 

C. The pregnant employee shall normally be permitted to continue her 

employment until the date authorized by her physician; but the district 

may review the employee’s job performance during a pregnancy, may 

request a supplemental statement from the physician as to the patient’s 

current physical condition; and, in the event the school authorities 



conclude that the employee’s job performance is unsatisfactory because of 

her physical condition, the employee may be required to leave 

employment at an earlier date. 

 

D. If a pregnant employee uses more than her accumulated sick leave days 

and/or personal leave days during her absence from the job, no guarantee 

will be given the employee of being able to return to her regular job or to 

any other job in the district.  This, however, may be left to the discretion 

of the school superintendent. 

Legal Reference: 

None 

Policy Name: CLASSIFIED PERSONNEL   Policy Code: GCRGD 

    MILITARY LEAVE 

         Date Adopted:8-8-2002 

 

 

     A school employee who is a member of the Arkansas National Guard or reserve 

branches of the armed forces will be granted leave at the rate of fifteen (15) days in any 

one (1) calendar year for military duty.  It will accumulate in the succeeding calendar 

year until it total fifteen (15) days at the beginning of the calendar year.  Leave will be 

granted without loss of pay in addition to regular vacation time.  The classified 

personnel will be responsible for paying the cost of any substitute employed in their 

absence. 

 

     An employee who is drafted or called to active duty in the armed forces or who 

volunteers for military service shall be placed on extended leave without pay and upon 

application, in ninety (90) days after his/her release, shall be reinstated to the position 

vacated or its equivalent with no loss of seniority or any other benefits or privileges of 

employment. 

 

     An employee who enlists or re-enlists for a second consecutive term of military 

duty forfeits his re-employment rights.  Personnel called to duty forfeits his re-

employment rights.  Personnel called to duty in emergency situations by the Governor 

or President shall be granted leave with pay not to exceed thirty (30) working days 

after which leave without pay will be granted.  This leave is in addition to regular 



vacation time. 

 

 

 

 

 

 

 

Legal References: 

 

Act 586 of 1989; REVISED: June 27, 1989. 

 

Policy Name: VACATION & HOLIDAYS   Policy Code:          GCRH 

 

         Date Adopted:    8-8-2002 

 

 

A. Employees who work eleven months or less per year will not be granted paid 

vacation time. 

 

B. Twelve month employees will have two weeks of paid vacation.  If however, the 

employee chooses a week with a paid holiday in it, the employee “may” not be 

allowed to take another day in its place. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

Legal Reference: 

 

None 

Policy Name: CONFERENCES & VISITATIONS  Policy Code:   GCRHB 

 

         Date Adopted: 8-8-2002 

 

 

     The Board of Education authorizes the Superintendent of Schools or his/her 

representatives to grant non-certified personnel time to engage in program activities 

related to the goals and needs of the school district without pay deductions.  The 

number of absences allowable for such activities shall be at the discretion of the 

superintendent. 

 

          Leave time shall be for job related purposes.  The employee shall receive full 

salary for absences necessitated by attendance at program related meetings which have 

been approved by the principal and Superintendent of Schools. 

 

 

Legal References:   

none 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Policy Name: PERSONAL LEAVES ABSENCES  Policy Code:      GCRI 

(NON-CERTIFIED) 

         Date Adopted:4-8-2003 

 

 

     It shall be the policy of the board of Directors that: 

 

The following holidays will be observed and twelve (12) month employees will 

receive pay for:   

 

A. July 4th (one day) 

B. Labor Day (one day) 

C. Thanksgiving Day (one day) 

D. Christmas Day (one day) 

E. New Year’s Day (one day) 

F. Memorial Day (one day) 

 

 A Total of Six (6) days 

 

 

Legal References: 

 

None 

 



 

 

 

 

 

 

 

 

 

 

 

 

Policy Name:        Policy Code: GCRKA 
STAFF HEALTH & SAFETY; SMOKING   (also GBRAD) 

 

        Date: Adopted: April 8, 2003 

 

Smoking or the use of tobacco, or product containing tobacco in any form, in or on any property owned or 

leased by the district, including buses or other school vehicles, is prohibited.  This prohibition extends to 

anyone attending school sponsored events on campus and to students and staff attending school sponsored 

events off campus.  The school principal and/or his designees(s) shall be responsible for enforcing this policy. 

 

The district, and school sponsored organization(s) choosing to use district facilities shall not advertise tobacco 

products in any manner in school buildings, in or on school vehicles, at school functions, or in school 

publications allowed to be distributed on school property or at school functions whether on or off school 

property. 

 

Additional forms of advertising which are forbidden are promotional sponsorships and giveaways enter into in 

conjunction with the tobacco industry, tobacco related gear or paraphernalia, and clothing promoting tobacco 

or tobacco product.  While on district property or attending district/school sponsored events off district 

property, no student may wear clothing which promotes tobacco or tobacco products. 

 

The superintendent or his/her designee shall notify students, families, visitors, and district staff and contractors 

of this policy.  Such notifications shall be through student handbooks, newsletters, newspaper articles, and 

district postings as well as the PTA, meetings and sports events.  The district shall influence community 

opinion against tobacco use by utilizing local media.  It is important that in communications concerning this 

policy, the district stress that the policy will be strictly enforced. 

 

To help promote a tobacco free workplace and lifestyle for students and employees, the district shall establish 

a tobacco awareness program.  Students and employees shall be informed of the addictive nature of tobacco 

and its hazards to the health of both the user and those individuals in the vicinity of the user. 

 

Employees shall be informed of the dangers of tobacco at staff meeting (With the possible exception of those 

individuals responsible for teaching health education, this does not count towards professional development) 

and be given sufficient information to be fully aware of the consequences of tobacco use. 

 



Students shall be presented with tobacco prevention education in all grades at a level appropriate to their grade.  

The tobacco education program shall be integrated into the general health education program and designed to: 

 

Instruct about immediate and long-term undesirable physiological, cosmetic, and social consequences 

of tobacco use, 

Decrease the social acceptability of tobacco use; 

Address reasons why young people smoke; 

Teach how to recognize and refute advertising and other social influences that promote tobacco use, 

Develop students’ skills for resisting social influences that promote tobacco use; and  

Develop necessary assertiveness, communication, goal-setting, and problem-solving skills that may 

enable students to avoid tobacco use and other health-risk behaviors. 

 

The district shall inform students, staff and family members about tobacco cessation programs 

available within the community and surrounding areas and provide information regarding how to 

contact such programs.  School counselors and community agencies are encouraged to establish 

voluntary tobacco cessation programs at their schools. 
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This policy shall be subject to periodic and formal review by the district board of directors in 

consultation with students, staff, and community members. 

 

Visitors found using tobacco products shall be informed of this policy and asked to cease their use of 

such products.  Visitors who refuse shall be asked to leave the school campus or activity.  Principals 

are authorized to seek the assistance of law enforcement officers in removing visitors who refuse to 

leave voluntarily. 

 

Students who use tobacco in violation of this policy shall be subject to consequences as outlined by 

the student handbook. 

 

Staff members who use tobacco in violation of this policy shall be subject to the following 

consequences: 

 

First offense:  Verbal warning 

Second offense: Written reprimand 

Third offense:  Suspension without pay for one day 

Fourth offense: Suspension without pay for two days 

Fifth offense:  Termination 

 

Alleged offenses shall be reported to the accused personnel’s immediate supervisor.  Immediately the 

supervisor will investigate the report and take appropriate action depending on the state law and this 

policy.  Any report of alleged offenses must be in writing, signed, and given to the accused 

personnel’s immediate supervisor. 

 

Legal Reference:   A.C.A. § 6-21-609 

 

 

 



 

 

Date Approved: 

Date Revised:  May 10, 2007 

 

 

 

 

 

 

 

 

 

 

Policy Name: GRIEVANCE      Policy Code: GCS 

         Date Adopted: August 8, 2002 

 

The purpose of this policy is to provide an orderly process for employees to resolve, at the lowest possible 

level, their concerns related to the personnel policies or salary payments of this district. 

  

Definitions 

Grievance: a claim or concern relate to the interpretation, application, or claimed violation of the personnel 

policies, including salary schedules, federal or state laws and regulations, or terms or conditions of 

employment, raised by an individual employee of this school district.  Other matters for which the means of 

resolution are provided or foreclosed by statute or administration procedures shall not be considered 

grievances.  Specifically, no grievance may be entertained against a supervisor or directing, instructing, 

reprimanding, or “writing up” an employee under his/her supervision.  A group of employees who have the 

same grievance may file a group grievance.   

 

Group Grievance:  A grievance may be filed as a group grievance if it meets the following criteria: (meaning 

the criteria does not ensure that the subject of the grievance is, in fact, grievable) 

1. More than one individual has interest in the matter, and  

2. The group has a well-defined common interest in the facts and/or circumstances of the grievance; and 

3. The group has designated an employee spokesperson to meet with administration and/or the board; and 

4. All individuals within the group are requesting the same relief 

 

Employee:  any person employed under a written contract by this school district. 

 

Immediate Supervisor:  the person immediately superior to an employee who directs and supervises the work 

of that employee. 

 

Working day:  Any weekday other than an holiday whether of not the employee under the provisions of their 

contract is scheduled to work or whether they are currently under contract. 

 

Process 

Level One:  An employee who believes that he/she has a grievance shall inform that employee’s immediate 

supervisor that the employee has a potential grievance and discuss the matter with the supervisor within five 

working days of the occurrence of the grievance.  The supervisor shall offer the employee an opportunity to 



have a witness or representative who is not a member of the employee’s immediate family represent at their 

conference.  (The five-day requirement dies not apply to grievances concerning back pay.)  If the grievance is 

not advanced to Level Two within five working days following the conference, the matter will be considered 

resolved and the employees shall have no further right with respect to said grievance. 

 

If the grievance cannot be resolved by the immediate supervisor, the employee can advance the grievance to 

Level Two.  To do this, the employee must complete the top half of the Level Two Grievance Form within five 

working days of the discussion with the immediate supervisor, citing the manner in which the specific 

personnel policy was violated that has given rise to the grievance, and submit the Grievance Form to his/her 

immediate supervisor.  The supervisor will have ten working days to respond to the grievance using the bottom 

half of the Level Two Grievance Form which he/she will submit to the building principal or, in the event that 

the employee’s immediate supervisor is the building principal, the superintendent. 

 

Level Two (when appeal is to the building principal):  Upon receipt of a Level Two Grievance Form, the 

superintendent will have ten working days to schedule a conference with the employee filing the grievance.  

The superintendent shall offer the employee an opportunity to have a witness or representative who is not a 

member of te employee’s immediate family present at their conference.  After the conference, the 

superintendent will have ten working days in which to deliver a written response to the grievance to the 

employee. 

 

Level Three:  If the proper recipient of the Level Two Grievance was the building principal, and the employee 

remains unsatisfied with written response to the grievance, the employee may advance the grievance to the 

superintendent by submitting a copy of the Level Two Grievance Form and the principal’s reply to the 

superintendent within five working days of his/her receipt of the principal’s reply.  The superintendent will 

have ten working days to schedule a conference with the employee filing the grievance.  The superintendent 

shall offer the employee an opportunity to have a witness or representative who is not member of the 

employee’s immediate family resent at their conference.  After the conference, the superintendent will have ten 

working days in which to deliver a written response to the grievance to the employee. 

 

Appeal to the Board of Directors:  An employee who remains unsatisfied b the written response of the 

superintendent may appeal the superintendent’s decision to the Board  of Education within five working days 

of his/her receipt of the Superintendent’s written response by submitting a written request for a board hearing 

to the superintendent.  If the grievance is not appealed to the Board of Directors within five working days of 

his/her receipt of the superintendent’s response, the matter will be considered resolved and the employee shall 

have no further right with respect to said grievance. 

 

The school board will address the grievance at the next regular meeting of the school board, unless the 

employee agrees in writing to an alternate date for the hearing.  After reviewing the Level Two Grievance 

Form and the superintendent’s reply, the bard will decide if the grievance, on its face, is grievable under 

district policy. 

 

 

Date Revised:  May 10, 2007 

 

 

 

 

 

 



 

 

  
8.19---- LEVEL TWO GRIEVANCE FORM- NONCERTIFIED 

 

Name____________________________________ 

 

Date submitted to supervisor__________________ 

 

Noncertified Personnel Policy grievance is based upon: 

 

 

 

Grievance (be specific):___________________________ 

 

 

 

 

 

 

 

 

 

What would resolve your grievance? 

 

 

 

 

 

 

 

 

 

 

Sponsor’s Response:  

 

Date submitted to recipient: 

 

  

  

  

  

  

  

  

  



Date Adopted: 

 

 


