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INRODUCTION 

 

 

 

 

Welcome to the Arkansas School for the Blind.  The ASB administrative and personnel 

staffs have worked hard to compile information designed to help you become informed 

about policies and procedures and serve as a resource guide when job related questions 

arise. 

 

We have worked hard to insured that the policies and procedures described in this 

handbook will serve as a tool o be used to make certain that, as state employees, we 

exhibit a work ethic representing the best in the employee code of conduct.  Ultimately, 

our goal is to combine human resources with an educational program blended together to 

provide visually impaired with outstanding educational opportunities. 

 

At Arkansas School for the Blind we consider our employees the most important people 

in the world. 
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Mission Statement 

 
 

 

The Mission of the Arkansas School for the Blind is to provide 

quality education and training, birth through 21 years, who are 

visually impaired so they possess the required skills to become 

personally productive and self-sufficient citizens. 
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ARKANSAS SCHOOL FOR THE BLIND 

HISTORY 

 

 

Arkansas School for the Blind (ASB) is centrally located in Little Rock on a 40-acre site 

near the state capitol.  Placed on a hill overlooking Little Rock, the school has distinctive 

buildings and well-manicured grounds, which conform to the graciousness of the older 

residences and businesses in the area.  The school’s history and heritage provide 

Arkansans who are visually impaired and blind a sense of family and permanence.  

 

The early history of educating the blind begin in 1850 in Clarksville, Arkansas when a 

Methodist minister, who was blind, started the school, which soon closed due to lack of 

support from the general public.  In 1858, The Institute for the Education of the Blind 

was opened in Arkadelphia, Arkansas and was supported by private donations.  By the 

fall of 1860, the school’s 10 pupils were given literary instructions and were taught 

vocational skills.  The boys learned how to make brooms, brushes and mattresses, and the 

girls learned how to sew, knit, and do bead work.  In 1861, the legislature made a modest 

appropriation for the Institute and legislators looked upon the school as a place for the 

maintenance and care of the blind, especially the orphans.  In order to attend the school, 

students were expected to the pay their own way or obtain a certificate of poverty from 

the county judge in their home county.  During the Civil War the school was closed and 

the pupils were sent home.  The property, furniture, and equipment were sold to pay the 

debts of the school. 

 

The state purchased property and the school reopened at Arkadelphia in 1867 and in 1868 

donated the property to the city of Arkadelphia.  In 1869, the school was moved to Little 

Rock and in May, 1869 the Board of Trustees contacted to build a three-story brick 

building, with four frame adjoining buildings, was designed to stand at the head of Center 

Street (the current location of the Governor’s Mansion).  In 1877, by an act of legislature, 

the name of the school was changed to the Arkansas School for the Blind. 

 

The school remained at the Center Street location until 1939 and at that time it moved 

into a new building as its West Markham location.  Attending the dedication ceremony 

for the new school were Governor Carl E Bailey and Helen Keller.  Miss Keller, an 

internationally known educator, spoke of her discovery of the world into which she was 

born.  The administration building was named the Helen Keller Memorial Building.  This 

building and others on the campus were built as WPA projects. 

 

During the 1940’s and the 1950’s the school continued to grow and became a national 

and international leader in the education of the blind and visually impaired.  Dr. Max 

Woolly, for whom Woolly Auditorium was named, was appointed superintendent in 1947 

and serviced until his retirement in 1982.  In 1957, Ms. Eula Shults, the home economics 

teacher, for whom Shults House as named, compiled a basic cookbook entitled Food at 

Your Fingertips, which was printed in both large print and Braille.  The ASB gym was 

named the Hartman Gym after R.E. Hartman who began a wrestling and a track program 

at the school. His innovative teaching techniques allowed athletes who were blind and 

visually impaired to compete on an even basis with their sighted peers.  The ASB 

championship wrestling team won many honors over other schools for the blind. 
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In the 1960’s, the Exceptional Unit, a facility to serve multi-handicapped students, was 

established.  The decade of the 1970’s brought reorganization and construction to ASB, 

and the Woolly Fine Arts Building, the Hartman Gymnasium, the Shults Home 

Economics facility and the Vocational Building were constructed.  The vocational 

program was revamped and enlarged to allow the students a greater array of vocational 

choices and training.  In 1978, the school initiated services to all of Arkansas’ public, 

private, and parochial blind or visually impaired school children. 

 

For many years ASB has had an international reputation as school of high caliber for 

students who are blind or visually impaired.  Ved Mehta, who was from India, and a 

member of the 1952 ASB Senior Class, wrote a book about his experiences as a student 

at the Arkansas School for the Blind.  This book, Face to Face, has influenced other 

foreign students to attend ASB.  A student from the United Arab Emirates (U.A.E.) 

attended the school because his parents read Mehta’s book.  These students often came 

speaking only their native language and knew little or no Braille.  Staying until the age of 

21, students continue to hone their language, Braille, mobility, and social skills.  In 1993, 

ASB became involved in an international exchange of professional staff with a school for 

the blind in Sapparo, Japan.  The Jaycees of Sapparo and the Jaycees of Little Rock 

sponsored the exchange.  Two Japanese teachers visited ASB in January, 1995 and a 

teacher from ASB visited Sapparo in June of 1996. 

 

Today the Arkansas School for the Blind continues to be a leader in the education of 

blind and visually impaired children. 
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ASB Board of Trustees 
 

 

The Arkansas School for the Blind’s Board of Trustees shall consist of five members, each appointed by 

the Governor by and with the advice and consent of the Senate.  

 

The Arkansas School for the Blind’s Board of Trustees meets on a monthly basis.  The current members of 

the Arkansas School for the Blind Board’s of Trustees and the expiration dates of their terms are as 

follows: 

 

Houston Nutt, Chair - January 2003 

 

Dr. Carolyn Blakely, Vice-Chair - January 2004 

 

Tommy Walker, Secretary - January 2005 

 

Dr. William Payne - January 2006 

 

Mark Riable - January 2007 
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*General Business Mgr Home Life Coordinator Dietary Service Program Support Program Suppot
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ASB Departments  

 

 

ASB Administration 

 

The Arkansas School for the Blind employs a full time superintendent.  Together with the 

Board of Trustees, the Superintendent is responsible for the day-to-day operations of 

ASB and fulfilling the school’s mission to provide efficient, quality educational services 

for our students.  The Administration consists of accounting, personnel/payroll, daily and 

weekend transportation and safety.  These departments also provides the same services 

for the Arkansas School for the Deaf. 

 

ASB Elementary 

 

Arkansas School for the Blind Elementary School services students ages pre-school 

through 6
th

 grade.  We have many exciting programs at ASB Elementary School. 

 

ASB High School 

 

Arkansas School for the Blind High School offers academic subjects to students grades 

seven (7) through twelve (12).  All basic courses necessary for graduation according to 

the requirements established by the Arkansas Department of Education are offered along 

with vocational technical skills, workplace readiness and courses available at Hall High 

School.  Courses in Braille, Orientation and Mobility, and Life Skills courses are 

available. 

 

ASB School Services 

 

The Arkansas School for the Blind provides a wide range of services for our students.  

We provide vision care, evaluation and testing, counseling, health care, nutrition, 

communication, and transportation home for our residential students each weekend. 

 

ASB Educational Services for the Visually Impaired 

 

ASB Educational Services for the visually impaired (ESVI) is an outreach program of the 

Arkansas School for the Blind.  ESVI provides technical assistance to school personnel 

serving students who are visually impaired.  Services are provided free of charge to all 

school districts in all counties of the state. 

 

ASB Special Education Compliance Department 

 

The ASB Special Education supervisor coordinates all academic and educational 

services, health services, and Due Process activities to insure that all programs are in 

compliance with all federal, state, and IDEA laws. 
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Types of Employees 
 

 

The following types of employees, as defined below, are referred to in the Employee 

Handbook: 

 

 

1. PROBATIONARY EMPLOYEE: 

 

Any regular full-time or regular school-term employee during the first six (6) months of 

employment or any employee placed on disciplinary probation. 

 

2. REGULAR FULL-TIME EMPLOYEE: 

 

An employee who occupies a regular position in the Agency and who works a full yearly 

schedule.  A full schedule consists of forty (40) hours per week, fifty-two (52) weeks per 

year.  Regular full-time employees are eligible for all leave benefits, health care 

programs, and other programs outlined in Employee Benefits. 

 

3. REGULAR SCHOOL-TERM EMPLOYEE: 

 

An employee who occupies a regular position in the Agency and who works a full school 

year schedule.  Normally, a full schedule consists of forty (40) hours per week, forty-four 

(44) weeks per year.  Regular school-term employees are eligible for sick leave benefits.  

Other benefits include health care programs, retirement programs and other programs 

outlined in Employee Benefits. 

 

Regular school-term employees include Teacher for the Sensory Impaired I, II, III, and 

IV, Vocational Instructor II, III, and IV, Counselor, Psychological Examiner, 

Audiologist, Speech Pathologist I and II, Nurse II, LPN II, Librarian III, Institutional 

Assistant Librarian, Institutional Teacher Assistant, Recreational Activity Leader II, 

Houseparent, Cook, I and II, Laundry Worker I, Maintenance Worker I, etc. 

 

4. REGULAR PART-TIME EMPLOYEE: 

 

An employee who occupies a regular position and works over 1,000 hours per year but 

less than a full yearly schedule.  Regular part-time employees are eligible for leave 

benefits on a prorated basis and are eligible to participate in health programs and 

retirement programs under certain conditions. 

 

5. TEMPORARY/EXTRA HELP EMPLOYEE: 

 

An employee who has been hired for a specified period of time, not to exceed 1,000 

hours per year.  This person is eligible for Teacher Retirement benefits after working 30 

days.  A temporary employee is not eligible for any other Employee Benefits. 
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ASSURANCES 

 

 

 

TITLE VI, SECTION 601, OF THE CIVIL RIGHTS ACT OF 1964 

 

No person in the United States shall, on the grounds of race, color, or national origin, be 

excluded from participation in, be denied the benefits of, or be subjected to 

discrimination under any program or activity receiving federal financial assistance. 

 

TITLE IX, SECTION 901, OF THE EDUCATION AMENDMENTS OF 1972 

 

No person in the United States shall, on the basis of sex, be excluded from participating 

in, be denied the benefits of, or be subjected to discrimination under any education 

program or activity receiving federal financial assistance. 

 

SECTION 504, OF THE REHABILITATION ACT OF 1973 

 

No otherwise qualified handicapped individual in the United States…shall solely by 

reason of handicap, be excluded from the participation in, be denied the benefits of, or be 

subjected to discrimination under any program or activity receiving federal financial 

assistance. 

 

COORDINATOR FOR TITLE VI, TITLE IX, AND SECTION 504 
 

Sharon Berry is the coordinator for Title VI, Title IX, and Section 504 at the Arkansas 

School for the Blind. She can be contacted through the following methods: 
 

Office: Helen Keller Administration Building, Room 105; 

In-house mail; 

US Mail: 2600 West Markham, Little Rock,  AR  72205; 

E-mail: sberry@asb.k12.ar.us; 

Phone: 296-1810 x47 

 

 

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 

 

The Arkansas School for the Blind does not discriminate on the basis of race, color, 

national origin, sex, religion, age or disability in employment or the provision of services. 

 

TITLE II, OF AMERICANS WITH DISABILITIES ACT 

 

No otherwise qualified disabled individual shall, solely by reason of such disability, be 

excluded from the participation in, be denied the benefits for, or be subjected to 

discrimination in programs or activities sponsored by a public entity. 

 

The Arkansas School for the Blind’s ADA Grievance Procedure is available through the 

Personnel Office. 

 

 

 

mailto:sberry@asb.k12.ar.us
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VETERANS PREFERENCE ACT 

 

The Arkansas School for the Blind recognizes Arkansas Code Annotated (1987) 21-3-

301 (b) which states that in every department of state government, honorably discharged 

men and women from the military or naval forces of the United States who served in any 

war, including military-involved conflict in which the United States was or is now 

engaged, or their widows or widowers, who are citizens and residents of the State, shall 

be entitled to preference in appointment and employment over other applicants after 

meeting substantially equal qualifications of such military service does not include active 

duty for training only, but does include service during the Philippine Insurrection, China 

Relief Expedition, the Korean conflict between June 27, 1950 and July 27, 1953, 

inclusive, and the Vietnam Conflict between December 22, 1961, and May 7, 1975, 

inclusive. 
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EMPLOYMENT POLICY 

AFFIRMATIVE ACTION STATEMENT 

 

 

 

The Arkansas School for the Blind recruits, employs, and pays individuals on the basis of 

qualifications and abilities. 

 

The Arkansas School for the Blind is an Equal Opportunity Employer and maintains an 

Affirmative Action Program.  It is the policy of the Arkansas School for the Blind to 

provide equal employment opportunities to all applicants without regard to race, color, 

sex, religion, national origin, ancestry, handicap or political affiliation.  It is illegal and 

against the policies of this agency for any employee, male or female, to sexually harass 

another employee.  It is also the policy of this Agency to assist current employees in 

achieving additional training on an equitable basis in order to qualify for better positions 

in state government, either in this Agency or some other.  All present and future 

employees are assured that all personnel actions such as promotions, compensations, 

benefits, transfers, terminations, rehires, training, and education will not be determined 

on the grounds of race, color, sex national origin, political or religious affiliations, or 

handicap. 

 

The employment of personnel involves all citizens of the State of Arkansas and it is 

recognized that minorities and females should be fully represented on staff.  It shall be 

the policy of this Agency to comply with provisions of all State and Federal laws and 

applicable regulations by assuring that no person shall be excluded from consideration for 

recruitment, selection, training, promotion, or any other action pertaining to personnel, or 

be denied any benefits on the grounds of political or religious affiliations, or because of 

race, color, sex, age, handicap, or national origin (except where sex is a bonafide 

occupational qualification). 

 

The Arkansas School for the Blind has the option of advertising positions internally only, 

as opportunities for current employees.  When advertised internally, position 

announcements will be posted on bulletin boards in each building. 

 

Qualified applicants with disabilities, as defined in the Rehabilitation Act of 1973 and the 

Americans with Disabilities Act of 1990, may request any needed accommodations to 

participate in the application process. 

 

Individuals are hired and promoted on the basis of minimum qualifications for each 

position.  Minimum qualifications are established by the State Office of Personnel 

Management (OPM).  The Qualifications Review Committee, OPM, must approve 

substitutions of minimum qualifications. 
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CODE OF CONDUCT 

 

 

All employees of the Arkansas School for the Blind are expected to devote their full 

working day to the business of the school.  Work schedules, break times, meal times, and 

all leave of absences are set by the Superintendent or by the Supervisor with the approval 

of the Superintendent and are consistent with State and Federal rules, regulations, and 

laws. 

 

The school requires all employees to conduct themselves in a manner, which is in the best 

interest of the State.  As a public employee, your attitude and activities reflect on the 

State and its elected officials.  Therefore, your main purpose as an employee of the 

School is to serve the public and students by doing your job well. 

 

You are expected to: 

 

1. Perform your work efficiently 

 

2. Be courteous and prompt in dealing with and serving the public 

 

3. Act so as not to discredit or embarrass the school, the Governor, or any 

elected/appointed official 

 

4. Keep high standards of honesty and integrity in performing job duties 

 

5. Observe all laws and regulations concerning participation in political activities 

 

6. Treat individuals fairly regardless of race, color, religion, national origin, sex, 

disability or any other arbitrary and unlawful reason 

 

7. Protect and be cautious in using property of the State 

 

8. Refrain from using your official position for personal gain, including family and 

friends 

 

9. Observe all conflict of interest laws and regulations, e.g., participating in or voting for 

any contract, purchase or service in which you have an interest, either directly or 

indirectly 

 

10. Refrain from doing any private work, which may be understood by the public to be an 

official act 
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GENERAL POLICIES 

 

 

General 
 

This Handbook is a general overview.  Employees should consult the specific law or rule 

for guidance on a specific topic.  Note that nothing in this Handbook alters the 

employment at will relationship between ASB and ASB employees. 

 

 

Work Rules and Schedules 

 

The normal work hours of the Agency are from 8:00 a.m. to 4:30 p.m. Monday through 

Friday.  All non-instructional employees are expected to work 8 hours per day.  A thirty 

minute lunch break and rest breaks not exceeding fifteen minutes during the morning and 

afternoon may be scheduled by the supervisor.  It may be necessary for the supervisor to 

change work hours and breaks to accommodate the various needs of the agency.  All 

employees subject to the Fair Labor Standards Act are required to complete Time 

Sheets indicating the time they worked including overtime that will result in 

compensatory/overtime.   

 

The school’s operational hours for teachers are: 

 

Monday thru Thursday               7:50 a.m. – 3:30 p.m. 

Friday       7:50 a.m. – 3:00 p.m. 

 

 

Other Employment 

 

An employee may have outside employment provided it does not constitute a conflict of 

interest nor interfere with the performance of duties for this agency. 

 

In no event can a state employee contract with, be employed by, or otherwise receive any 

fees or compensation from any state agency or other business concern to provide any 

service presently being provided by a state agency.  An employee may work for other 

state agencies provided that the requirements for working for two state agencies are met.  

Contact the Personnel office for more information on concurrent employment. 

 

 

Dress Code 

 

In accordance with the policy of the State of Arkansas, the Arkansas School for the Blind 

encourages all staff to use good judgement and discretion in their dress and appearance.  

Personal appearance shall be appropriate to the job assignment, task, and/or location.  

While at work, employees are expected to dress in a manner that will reflect positively 

the image of the school. 

 

If there are any questions about the propriety of a particular clothing item, please discuss 

it with your supervisor. 
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Health Cards 

 

All employees in direct contact with the students and Food Service staff are required to 

have a TB Test taken at the beginning of their employment.  You must provide a 

PERMANENT health card within 90 days of employment to the personnel office.  

Failure to provide a health card will result in delayed pay until a health card is received. 

 

 

Personnel Records 

 

The official personnel records of all employees are maintained in the ASB Personnel 

Office located in the duplex on the ASB campus.  An employee may review his or her 

record any time during regular business hours following established procedures.  It is best 

to give prior notice and positive identification is required.  If an employee wishes to 

receive copies of his/her personnel file a charge of $.25 per copy will be assessed if 

Personnel staff makes the copies.  However, if an employee wishes to receive copies and 

they come to Personnel and make the copies a charge of $.05 per copy will be assessed. 

 

 

Fair Labor Standards Act Compensatory Time 

 

Fair Labor Standards Act (FLSA) Compensatory Time is defined as time earned for work 

in excess of an employee’s regularly scheduled workday or workweek.  The policy 

applies to all employees classified by the State Office of Personnel Management.  There 

are two classifications of employees: exempt and non-exempt.  Exempt employees are 

not eligible to earn FLSA compensatory time unless approved by OPM.  Non-exempt 

employees must be compensated at the rate of time and a half for hours worked in excess 

of an employee’s regularly scheduled workday or workweek.  Prior approval is required 

by all 12-month employees.  Upon resignation employees receive a lump sum payment 

for any remaining FLSA compensatory time. The maximum amount of compensatory 

time allowed for accrual is 240 hours. 

 

Time Sheets 

 

All employees, who are classified as “Non-Exempt” under the Fair Labor Standards Act, 

are required to prepare a time sheet on a weekly basis.  All time sheets are due in the 

personnel office every Thursday by 12:00 noon unless otherwise notified by the 

Personnel Office.  Failure to submit time sheets by the due date may result in the delay of 

a paycheck.  Pay period schedules are available in the personnel office upon request. 

 

 

Pay Periods and Pay Checks 

 

Employees are paid biweekly (every two weeks).  The salary received on the first pay 

period is determined by the employee’s grade level and when the employee began work 

in the pay period.  Pay periods begin on Sunday and end on Saturday.  Paychecks will be 

direct deposited in the employee’s bank and available to the employee after 2:00 p.m. on 
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Friday of the week following the close of the pay period or will be mailed to the 

employee’s home address. 

 

 

Payroll Deductions 

 

Four types of withholdings are mandatory: 

 

 Federal Income Tax.  The amount deducted from a pay check for Federal 

Income Tax is determined by the filing status and the number of withholding 

allowances the employee claims on the W-4 form completed when the employee 

reports for work. 

 

 State Income Tax.  The amount to be deducted from a paycheck is determined 

by the filing status and the number of withholding allowances the employee 

claims on the State Withholding Form when the employee reports for work. 

 

 Social Security & Medicare Tax (FICA).  FICA is computed on each 

employees salary (unless exempt) at a rate established by the federal government. 

 

 Teacher Retirement.  Mandatory 6% Teacher Retirement will be deducted 

each pay period for all new employees and all employees that are in a 

contributory status. 

 

 

The following types of payroll withholdings are optional for all employees: 

 

 Group Health and Life Insurance 

 

 Credit Union 

 

 Arkansas State Employees Association Membership Dues 

 

 United Way Contributions 

 

 Deferred Compensation Plans & 403B Plans 

 

 Other insurance plans (life, cancer, dental, etc.) 

 

 

 

Shift Differential 
 

Employees who are assigned to shift work (shift work must begin no earlier than 

2:00 p.m. and end no later than 8:00 a.m. the following day) will be compensated 

5.5% above their base salary.  No shift differential will be paid when an employee 

works on the day shift. 

 

 

Garnishment 
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The Federal Wage Garnishment Law prohibits an employer from discharging any 

employee because his/her earnings have been subject to one garnishment.  In 

cases of multiple garnishments, an employee may be subject to disciplinary action 

in accordance with the ASB Employee Conduct Standards Policy 1011. 

 

 

Personnel Changes 

 

At the start of your employment, you will provide necessary information for your 

personnel file.  It is important that you update this information when you have a 

change.  Some examples are: marital status, tax status, name change, new address 

and/or phone number.  You should contact the personnel office with new 

information. 

 

Employee Self Service 
 

Employees can long on to Employee Self Service (ESS) from any computer with 

State Intranet Access to view personal information.  For ESS Logon instructions, 

visit http://aasisess.state.ar.us. 

 

Job Description 

 

Each employee is hired for a specific job based on a job description developed by 

the Department of Finance and Administration (DFA) Office of Personnel 

Management.  Additionally, supervisors will develop a functional job description 

that more specifically defines each employee’s responsibilities and becomes the 

basis of their Personnel Performance Evaluation. 

 

 

Probationary Employment 

 

New employees and current ASB employees transferring or advancing to a new 

position in ASB serve a probationary period of six months to allow for a period of 

adjustment.  During the probationary period, the supervisor evaluates the 

employee’s performance and makes a determination regarding the employee’s 

continued employment.  It is critical during this period that employees 

communicate with their supervisor concerning any problems they are having 

which could affect their employment.  Supervisors should also counsel employees 

concerning any problems. 

 

 

Personnel Performance Evaluation System 

 

ASB uses a Personnel Performance Evaluation System that is designed to 

improve employee performance.  Annually, supervisors discuss functional job 

descriptions and job performance standards with each employee. This is to ensure 

that all employees are aware of their duties and the standards by which they will 

be evaluated at the end of the rating period.  All employees are rated as 

Unsatisfactory, Satisfactory, Very Good or Exceptional.  For additional 

http://aasisess.state.ar.us/
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information and/or forms refer to ASB Personnel Performance Evaluation Policy 

1013. 

 

 

Employee Transfers 

 

Employees are encouraged to apply and compete for job opportunities in other 

areas or offices when such opportunities would result in career advancement or 

greater job satisfaction.  Accrued leave is transferred with the employee if the 

employee is selected for the position. 

 

Resignations and Transfers 

 

Notice of an employee’s intent to resign or transfer from a position should be 

made known to the employee’s immediate supervisor and to the Personnel Office 

at least ten workdays prior to the employee’s last workday in order to minimize 

disruption at the work site and to ensure proper handling of the employee’s pay 

roll check. 

 

 

Promotions 

 

A promotion of one grade will result in a pay increase of six percent (6%) of pay.  

A promotion of two or more grades will result in a pay increase of eight percent 

(8%) of pay. 

 

 

Demotions 

 

Under certain conditions an employee may be subject to demotion or reduction in 

grade.  A reduction of one grade will result in a loss of six percent (6%) of pay.  

Two or more grades will result in a loss of eight percent (8%) of pay. 

 

 

Job Abandonment 

 

If absent from work without authorization or notification for three (3) consecutive 

days, it will be considered job abandonment and could result in termination in 

accordance with ASB Employee Conduct Standards Policy 1011 1(c). 

 

 

Recall 
 

All employees will be subject to recall during periods when the school is not in 

session, as determined by the Superintendent, for workshops or other professional 

development.  Employees who are on leave without pay status will be 

compensated for the time worked. 
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Employee Benefits 
 

 

Annual Leave 

The following information on leave is applicable to all employees who work in a 

twelve-month, full-time position. 

 

Eligible twelve-month full time employees accrue leave at the rate shown in the 

timetable listed below: 

 
Beginning with:  Through the end of: Monthly Accrual  Annual Accrual 

 

1
st
 year   3

rd
 year   1 day (8 hrs)  12 days 

4
th

 year   5
th

 year   1 ¼ days (10 hrs)  15 days 

6
th

 year   12
th

 year   1 ½ days (12 hrs)  18 days 

13
th

 year   20
th

 year   1 ¾ days (14 hrs)  21 days 

21
st
 year   --------   1 7/8 days (15 hrs) 22.5 days 

 

Leave may be used in fifteen minute (15) increments.  Employees must obtain 

approval from their supervisor prior to taking annual leave.  Any leave accrued in 

excess of thirty days (240 hours) must be used by December 31 of each year or 

the excess will be forfeited.  Upon termination, resignation or retirement, 

employees will be paid for all unused annual leave up to a maximum of thirty 

days including holidays. 

 

Upon death of an active employee, the amount of unused annual and holiday 

leave due the employee shall be paid to the employee’s estate or authorized 

beneficiary.  The lump sum must not exceed thirty (30) days of annual and 

holiday leave. 

 

Employees transferring between state agencies without a break in service retain 

all accumulated annual leave. 

 

For additional information regarding accrual and usage of annual leave refer to 

ASB Leave Policy 1001. 

 

Sick Leave 

 

Any employee in a regular salary position who works full time and any employee, 

who works less than full time, but at least 1001 hours per year, are eligible to 

accrue Sick Leave.  Employees who work less than full time but more than 1001 

hours per year accrue sick leave in the same proportion as time worked 

 

Summer employees, temporary, emergency appointments and extra help 

employees are not eligible to accrue Sick Leave.  Ten Month (school term) 

employees do not accrue sick leave benefits during the summer months. 

 

Employees accrue sick leave at the rate of one (1) day for each completed month 

of service; however, no employee shall have over 120 days accumulated on 

December 31
st
 of each year.  
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Accrued leave may exceed 120 days during the calendar year, but those days in 

excess of 120 will be forfeited if not used by December 31
st
 of each year. 

 

Sick leave must be earned before it can be used. Employees will accrue half their 

monthly accrual of sick leave if employed on the first (1
st
) working day of the 

month and work through the 15
th

 of that month. Employees will accrue half their 

monthly accrual if employed on the 16
th

 of the month and work through the last 

working day of that month. (If the 16
th

 falls on a weekend or holiday, accrual 

begins on the first (1
st
) working day thereafter.) 

 

Employees will not borrow from anticipated future accruals. 

 

An employee may not earn sick leave when on leave without pay for ten (10) or 

more cumulative days within a calendar month. 

 

Employees continue to earn sick leave at the normal accrual rate when they are on 

sick leave or annual leave. 

 

Sick leave is granted on the basis of work days, not calendar days. Non-work 

days, such as holidays and weekends, are not charged as sick leave. 

 

 

Sick leave may be used for only the following purposes: 
 

When the employee is unable to work because of sickness or injury; or for 

medical, dental or optical treatment. 

 

Death or serious illness of a member of the employee’s immediate family. 

Immediate family is defined as the father, mother, sister, brother, spouse, child, 

grandparents, in-laws or any individual acting as a parent or guardian of an 

employee. 

 

The use of sick leave is contingent upon the occurrence of one of the events listed 

above.  If the event never occurs, the employee is not entitled to the sick leave 

benefits. 

 

The minimum sick leave amount an employee can use is fifteen (15) minutes. No 

smaller amount shall be authorized or used.  Leave is not available for use until 

the first working day of the month following the accrual. 
 

Absences due to sick leave, except in the case of maternity leave, shall be charged 

in the following order: (1) earned sick leave; (2) earned annual leave; (3) 

compensatory time; (4) leave without pay. 

 

Employees who are on sick leave for five (5) or more consecutive days must 

furnish a certificate of illness from an attending physician. The certificate must 

indicate the dates you were unable to work.  You must also have a release to 

return to work.  ASB has a policy in which a pattern of sick leave usage may 

require an employee to furnish a certificate of illness from a licensed, attending 

physician for any use of sick leave.  A certificate from a Christian Science 

practitioner listed in the Christian Science Journal may be submitted in lieu of a 
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licensed physician’s certificate.  In cases where a pattern of misuse is visible, an 

ASB employee may be required by the supervisor to provide a doctor’s statement 

for less than five days.  Requests to use sick leave for purposes of medical, dental 

or optical examinations, hospital stays, funerals, etc. should be made in advance. 

 

Notification of absence due to illness shall be given as soon as possible on the 

first day of absence to the employee’s supervisor. 

 

Application for sick leave is to be filed within two (2) days after the employee’s 

return to work. 

 

If an employee fails to make proper notification for use of sick leave as provided 

herein, such absences shall be charged to annual leave or leave without pay. Such 

determination shall be made at the Superintendent’s discretion. 

 

 

Termination, Transfer 

 

Employees transferring without a break in service between State agencies and/or 

State supported institutions of higher education which are covered by these 

policies shall retain all accumulated sick leave. 

 

School teachers or other certified personnel employed by a school district who 

transfer to another school district, an educational cooperative, or a position 

requiring certification approved by the Department of Education in a state agency 

shall be granted credit in the new position for up to ninety (90) days unused sick 

leave accumulated in the former position. 

 

Employees are not entitled to payment for accrued and unused sick leave when 

they terminate their employment except as follows: 

 

A. Upon retirement, the employee shall receive compensation for 

accumulated unused sick leave as follows: 

 

1. If the employee has accumulated at least fifty (50) days, but 

less than sixty (60) days of sick leave, the employee shall 

receive an amount equal to fifty percent (50%) of the number 

of accrued sick leave days (rounded to the nearest day) times 

fifty percent (50%) of the employee's daily salary.  

 

2. If the employee has accumulated at least sixty (60) days, but 

less than seventy (70) days of sick leave, the employee shall 

receive an amount equal to sixty percent (60%) of the number 

of accrued sick leave days (rounded to the nearest day) times 

sixty percent (60%) of the employee's daily salary.  

 

3. If the employee has accumulated at least seventy (70) days, 

but less than eighty (80) days of sick leave, the employee 

shall receive an amount equal to seventy percent (70%) of the 

number of accrued sick days (rounded to the nearest day) 

times seventy percent (70%) of the employee's daily salary.  



 24 

 

4. If the employee has accumulated at least eighty (80) or more 

days of sick leave, the employee shall receive an amount 

equal to eighty percent (80%) of the number of accrued sick 

leave days (rounded to the nearest day) times eighty percent 

(80%) of the employee's daily salary.  

 

A. For purposes of this section, the employee's daily salary 

shall be determined by dividing the annual salary by two 

hundred and sixty (260). 

 

B. In no event shall an employee receive an amount that 

exceeds seven thousand five hundred dollars ($7,500) upon 

retirement due to the provisions of this Section. 

 

For additional information regarding accrual and usage of sick leave refer to ASB 

Leave Policy 1001. 

 

 

Military Leave 

 

Employees who are members of the National Guard or any of the reserve 

branches of the Armed Forces are granted fifteen working days of leave each 

calendar year plus necessary travel time for annual training.  The leave is granted 

without loss of pay and in addition to other leave.  If requested in writing 

employees may use annual, FLSA compensatory time, or leave without pay to 

attend other military training programs.  A maximum of fifteen days leave may be 

carried forward to the succeeding calendar year.  The employee must attach a 

copy of their military orders to each military leave request. 

 

 

Court and Jury Leave 

 

An employee serving as a witness, juror or party litigant is entitled to time off 

with full compensation in addition to any fees paid through the court system for 

such services.  The time off will not be charged against accumulated leave nor 

will the employee be penalized.  Employees must provide written documentation 

provided by the courts of attendance. 

 

 

Leave Without Pay 

 

An employee can request and may be granted continuous leave of absence 

without pay for a period not to exceed six months.  However, leave without pay 

cannot be granted until all annual leave and FLSA compensatory time have been 

exhausted, except in case of maternity leave, military leave and disciplinary 

suspension.  When leave without pay due to illness is requested, all sick leave 

must be exhausted.  Failure on the part of the employee to report to work 

promptly on the date leave without pay expires, except for satisfactory reasons 

submitted and approved in advance, may cause for dismissal.  When an employee 
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is on leave without pay for a total of 80 hours a pay period the employee is 

required to pay their insurance premium along with the state employer matching 

contribution to Employee Benefits Division to ensure continuous insurance 

coverage.  The exception to this is FMLA leave without pay. 

 

For additional information regarding the leave without pay process refer to ASB 

Policy 1001. 

 

 

Catastrophic Leave 

 

Catastrophic Leave is sick leave made available through a pool of accrued annual 

and sick leave donations donated by ASB employees for use by ASB employees 

during a catastrophic illness.  Employees are eligible for catastrophic leave if they 

have been employed in a full time position for at least two years, all sick and 

annual leave has been used, they have not been disciplined for sick leave abuse 

for the last two years, the illness has an acceptable medical certificate from a 

physician confirming the nature of the illness/injury and they have 80 hours of 

sick leave or a total of 80 hours from the combination of annual and/or sick leave 

at the onset of the illness.  Catastrophic leave is limited to six months, with certain 

exceptions.  All applications are submitted to the Personnel Office for processing 

and recommendation to the ASB Catastrophic Leave Committee and ASB 

Superintendent. 

 

For additional information and catastrophic applications refer to ASB 

Catastrophic Leave Bank Policy 1005. 

 

 

Family Medical Leave 

 

The Family and Medical Leave Act (FMLA) entitles eligible employees to twelve 

(12) weeks of unpaid leave during any twelve (12) month period providing the 

conditions for the leave are covered by FMLA. 

 

 

 

Qualifying conditions 

 

The birth of a child, and to care for the newborn child; 

The placement with the employee of a child for adoption or foster care; 

The care of the employee’s spouse, son, daughter, or parent with a serious health 

condition; 

A serious health condition that makes the employee unable to perform the 

functions of the employee’s job. 

 

 

To be eligible an employee must have been employed by the State of Arkansas for 

a minimum of twelve months and must have worked for a minimum of 1250 

hours during the twelve months immediately preceding the need for family 

medical leave. 
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For additional information and FMLA application refer to ASB Family and 

Medical Leave Policy 1003. 

 

Administrative and Professional Leave 

 

Administrative and Professional leave is granted for attending professional 

functions for which you are not reimbursed.  The professional function must be 

beneficial or related to the Arkansas School for the Blind and your professional 

growth. 

 

Because of the amount of time needed in the classroom, it has become necessary 

to limit the number of professional leave days taken during the school year.  Each 

teacher will be allowed 2 days of professional leave per school year.  The school 

recognizes that several of the staff are involved (and are encouraged to 

participate) in national professional organizations for the blind.  Therefore an 

additional 3 days of professional leave may be granted upon request to the 

immediate supervisor and the Superintendent. 

 

 

Personal Leave Policy for Teachers 

 

During a school year, a teacher/teacher assistant may be allowed to take two (2) 

personal leave days.  These personal leave days may be taken during the actual 

school year, and made up from the beginning of the school year through the last 

pay period in June of that year. 

 

Teachers can also make up the time during certain school activities which take 

place at night or weekends.  However a teacher cannot count makeup time for an 

after school activity, such as the Spring dance, Junior-Senior formal, or Christmas 

dance.  In other words, any activity that is required by the entire department staff 

cannot be used as make-up time. 

 

Make-up time must be approved by the immediate supervisor as well as the 

Superintendent. 

 

Personal leave should only be used when absolutely necessary, and with prior 

approval from the immediate supervisor and the Superintendent. 

 

Holidays 

 

Twelve-month employees shall be granted time off to observe the following 

regularly scheduled legal holidays if school is not in session: 

 

New Year’s Day  January 1 

*Dr. Martin Luther King Jr’s Birthday 3
rd

 Monday in January 

*George Washington’s Birthday  3
rd

 Monday in February 

*Memorial Day  Last Monday in May 

Independence Day  July 4 

*Labor Day  1
st
 Monday in September 

*Veteran’s Day  November 11 
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Thanksgiving Day  4
th

 Thursday in November 

Christmas Eve  December 24 

Christmas Day  December 25 

Employee’s Birthday Day to celebrate 

his/her birthday 
 

 

 

*  If school is in session on these dates, an employee should receive approval 

from the supervisor prior to taking the holiday. 

 

Ten-month employees shall be granted time off with pay to observe the following 

regularly scheduled legal holidays during the time period the school is closed for 

the observance of those holidays: 

 

New Year’s Day January 1 

Dr. Martin Luther King Jr’s 

Birthday 

3
rd

 Monday in January 

Memorial Day Last Monday in May 

Thanksgiving Day 4
th

 Thursday in November 

Christmas Eve December 24
th

 

Christmas Day December 25th 

 

 

Ten-month employees’ paid holiday schedule shall coincide with scheduled time 

off for students as follows:  Thanksgiving, Christmas and Spring Break. 

 

However, ten-month employees will not be granted time off for the following 

holidays: 

 

George Washington’s Birthday 3
rd

 Monday in February 

Veteran’s Day November 11
th

 

Employee’s Birthday Day to 

celebrate his/her birthday 

 

 

 

Ten-month employees are eligible to receive holiday pay for Independence Day 

only if they are in a compensatory time status for the summer. 

 

To receive credit for working a holiday, a verification form must be submitted to 

the personnel office within one week.  Note:  You will no longer be required to 

submit a leave form to be off on a holiday. 

 

The Governor may issue an Executive Proclamation and proclaim additional days 

as holidays in observance of special events or for other reasons.  These will be 

honored except if school is in session. 

 

State offices located in Pulaski County shall remain open when a legal holiday 

occurs during a general or special session of the legislature. These offices shall 

maintain the minimum number of employees required to conduct State business. 

However, these offices may be permitted to close by Resolution of the General 

Assembly. 
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Eligibility For Holiday Pay 
 

All "regular salaried" and "extra help" employees are eligible to receive holiday 

pay only if they are in pay status on their last scheduled work day before the 

holiday and at least one hour on the first scheduled work day after the holiday.   

 

When a holiday occurs while an employee is on annual or sick leave, that day will 

be considered a holiday and will not be charged against the employee’s annual or 

sick leave.  Holiday earned must be taken within one year from the date earned. 

 

When a holiday occurs on an employee’s regularly scheduled day off, the 

employee will be given equivalent time off. 

 

Days off in lieu of holidays worked may be taken at a time approved by the 

employee’s supervisor. Such time off is to be taken as soon as is practical. 

 

Employees who work less than full time may take the holiday at a rate 

proportionately equal to their time worked. For example, if an employee works 

half time, a holiday would be granted equivalent to four (4) hours. 

 

Holidays which occur on a Saturday will be observed on the proceeding Friday. 

Holidays which occur on a Sunday will be observed on the following Monday. 

 

 

Administrative Leave Policy 

 

Administrative Leave shall mean time off from employment as directed by the 

Superintendent with pay or without pay. 

 

All employees must notify the Superintendent within 10 working days from the 

date of any arrest.  The notification must be made on the Arrest Report Form.  If 

the employee is arrested for one of the listed offenses as stated per Act 1019 of 

1997 the employee will be placed on Administrative Leave With Pay until final 

disposition is determined by the court.  If the final disposition is determined to be 

guilty the agency will issue recoupment of all salary paid. 

 

1. Capital murder 

2. Murder in the first degree and second degree 

3. Manslaughter 

4. Negligent homicide 

5. Kidnapping 

6. False imprisonment in the first degree 

7. Permanent detention or restraint 

8. Robbery 

9. Aggravated Robbery 

10. Battery in the first degree 

11. Aggravated assault 

12. Introduction of controlled substance into body of another person 

13. Terroristic threatening in the first degree 

14. Rape and carnal abuse in the first degree, second degree, and third degree 
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15. Sexual abuse in the first degree and second degree 

16. Sexual solicitation of a child 

17. Violation of a minor in the first degree and second degree 

18. Incest 

19. Offenses against the family 

20. Endangering the welfare of incompetent person in the first degree 

21. Endangering the welfare of a minor in the first degree 

22. Permitting child abuse 

23. Engaging children in sexually explicit conduct for use in visual or print media, 

transportation of minors for prohibited sexual conduct, or pandering or 

possessing visual or print medium depicting sexually explicit conduct 

involving a child, or use of a child or consent to use a child in sexual 

performance by a child 

24. Felony adult abuse 

25. Theft of property 

26. Theft by receiving 

27. Arson 

28. Burglary 

29. Felony violation of the Uniform Controlled Substances Act 

30. Promotion of prostitution 

31. Stalking 

32. Criminal attempt, criminal complicity, criminal solicitation, or criminal 

conspiracy 

 

 

If the arrest is not one of the above listed offenses but deemed to be detrimental or 

not in the best interest of the Agency, students and/or other employees the 

employee may be placed on Administrative Leave With Pay until final 

disposition is determined by the court for a period of time not to exceed 6 (six) 

months.  If the disposition is not determined at the end of the 6 (six) month period 

the employee will be terminated from employment with the Arkansas School for 

the Blind. 
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General State Benefits 

 

 

Worker’s Compensation 

 

Effective July 1, 1997, Rule 33, implemented by the Workers Compensation 

Committee, requires that all Workers Compensation claims must be handled 

through a managed care program. 

 

When an employee files a Worker’s Compensation claim, he/she is required to 

receive treatment through the MCO medical/hospital provider network.  If an 

employee fails to see a provider in the network, his claim will not be paid by 

Workers Compensation except in the case of an emergency. 

 

A copy of Form AR-H “Employee Managed Care Notice” is available in your 

personnel office. 

 

As an employee of the State, you are covered by Worker’s Compensation.  

Coverage is for accidental injury while on the job.  Financial and medical aid is 

available for injury or death. 

 

Claims must be filed with the personnel office within 10 working days of a work-

related accident.  Your supervisor is responsible for assisting you with filing a 

claim. 

 

If you are injured, compensation is not allowed for the first (7) days of disability 

resulting from the injury, excluding the day of the injury.  If a disability extends 

beyond that period, compensation starts with the 9
th

 day of disability.  If the 

disability extends for a period of two (2) weeks, compensation is allowed 

beginning the first day of disability, excluding the day of the injury. 

 

Should you ever be absent from work due to a temporary disability and are 

entitled to Workers Compensation benefits, you can, upon proper application, use 

your earned sick leave and/or annual leave as a supplement to the Workers 

Compensation.  The sum total of both cannot exceed your normal salary.  When 

this option is used, earned sick leave and/or annual leave is reduced on a 

proportional basis.  Employees receiving Workers Compensation benefits for a 

permanent disability are eligible for full payment from both sources.  Absences 

from work due to occupational injury or illness are charged in the following 

order:  (1) earned sick leave, (2) annual leave, and (3) leave without pay. 

 

Should you be injured while on the job, report the injury at once to your 

immediate supervisor. 

 

State Employee Insurance matching payment is paid by ASB if the employee is 

off payroll due to a Workers Compensation injury. 
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Health Insurance 

 

Employees are eligible to participate in the State Health and Life Insurance Plan 

with the exception of those who normally work less than 1,000 hours a year.  The 

state contributes a portion of the employee’s premium.  Employee payments are 

payroll deductible.  Participation is voluntary and enrollment must be requested 

by the employee within the first thirty days of being hired into a permanent 

position.   

 

Health insurance consists of a major medical plan, two (2) Health Maintenance 

Organizations (HMOs), and two (2) Point of Service (POS) plans. 

 

All employees are eligible to receive the basic $10,000 life insurance coverage 

currently at no cost to the employee.  Additional optional life insurance is 

available, as well as, dependent life insurance. 

 

An employee is eligible for insurance on the first day of the month following one 

month of employment.  At age sixty-five, rates and benefits are reduced.  Specific 

coverage under the insurance program is outlined in brochures available from 

your insurance representative. 

 

Arkansas Cafeteria Plans (ARCAP) 

 

Employees may have a portion of their salary withheld from their gross income 

before taxes are deducted for allowable medical or child care expenses.  These 

benefits are eligible benefits under the Arkansas Cafeteria Plan (ARCAP) 

administered by Fringe Benefits Management Company. 

 

Career Service Recognition Payments 

 

When funding is available, annual career service recognition payments will be 

made.  Employees are eligible upon completion of ten or more years of sate 

service in a regular full-time position.  The following are the years of service and 

the amount of payment that an employee is eligible to receive: 

 

10 – 14 years   $300.00 

15 – 19 years   $400.00 

20 – 24 years   $500.00 

25 years & above  $600.00 

 

 

Credit Unions 

 

Employee financial needs can be addressed through non-profit institutions owned 

and controlled by its members.  We currently have two participating credit unions 

which are: Arkansas Employees Federal Credit Union and Arkansas Federal 

Credit Union.  Services offered vary with each credit union and most are payroll 

deductible.  For information regarding membership eligibility, contact the credit 

union of your choice. 
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Employee Assistance Program 

 

The STAREAP (Employee Assistance Program)is free service available to all 

state employees.  This service provides help to employees whose time being 

occupied by issues such as emotional, credit problems, parenting, martial 

problems, chemical dependency, and other personal family or work related 

problems.  You may contact STAREAP at 1-866-378-1645, 24 hours a day, 7 

days a week. 

 

 

Deferred Compensation Benefits & 403B Plans 

 

An employee may elect to participate in a choice of deferred compensation 

programs.  These tax sheltered investment options offer a mean of setting aside 

money for future use, which is not subject to current federal or state income tax.  

Taxes become payable when the deferred income plus earnings are paid to the 

employee, usually at retirement, when the employee is probably in a lower 

income tax bracket.  This deferred income can serve as a supplement to social 

security, pension, or retirement benefits. 

 

 

Retirement Plan 
 

After July 1, 1999, employees hired full-time will have 6% of their salary 

withheld from their check toward their retirement.  The employee’s contribution 

is tax-deferred and is deposited in a Member Deposit Account on behalf of the 

employee.  ASB contributes 12% of the employees’ salary toward his/her 

retirement.  Upon termination of employment, only the employees’ contributions 

are refundable.  Employees may have payments withheld from their checks to 

purchase previous covered service or refunds by completing an Irrevocable 

Payroll Authorization Form.  All employees are vested with retirement service 

after five years of state service.  Social Security and Teacher Retirement System 

covers all full time state employees. Certain agencies have separate plans but the 

basic requirements are twenty-eight years of service or a minimum of five years 

service at age sixty-five to receive full benefits.  Effective January 1, 2000, the 

benefit amount will be based on the average of the highest three years salary with 

the exception of disability retirement, which has special rules. 

 

 

T-DROP 

 

T-DROP is an optional program for ATRS members with 28 or more years of 

service.  If you choose to participate in T-DROP, you freeze your regular 

retirement benefits, and then each month a portion of the amount you would have 

received in retirement benefits is deposited in your own tax-deferred T-DROP 

account.  Your T-DROP account earns interest on the mean balance at the end of 

the fiscal year (July 1 through June 30).  After 10 years of participation interest 

will cease to accrue on your T-DROP account.  Your regular retirement benefit 
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account will be credited a 3% cost-of-living adjustment (COLA) for each full year 

of participation.  If you die while in T-DROP, benefits will be payable to your 

beneficiary(s).  Upon retirement you can receive a monthly benefit payment, 

which is added to your regular monthly retirement benefits, or you may receive a 

lump sum payment. 

 

T-DROP allows participants to continue to work, but they cannot continue to 

accumulate service credit in ATRS.  Like all decisions concerning retirement, the 

decision to participate in T-DROP should be made very carefully and seriously.  

Your decision to participate in T-DROP is irrevocable. 
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Miscellaneous 

 

 

Employee Conduct Standards 

 

ASB has established and maintains Employee Conduct Standards Procedures that 

are applicable to each office and all employees.  Each employee shall be made 

fully aware of the policy (ASB Policy 1011) and must be provided with a copy. 

 

 

Grievance Procedures 

 

ASB policy includes Internal Grievance Procedures.  Supervisors and managers 

are to ensure that each employee under their supervisor is informed and provided 

a copy of the Uniform Grievance Procedures Policy 1014.  Further information on 

these procedures is available from the employee’s supervisor or the Personnel 

Office. 

 

 

Inclement Weather Policy 

 

The Arkansas School for the Blind will provide for the security, safety and 

welfare of individuals during inclement weather. 

 

PROCEDURES WHEN STUDENTS ARE ON CAMPUS: 

 

1. During periods of time that students are on campus, ASB will not close 

because of bad weather.  Twenty four-hour coverage will be maintained. 

 

2. ASB employees are not affected when the school is closed or when the 

Governor declares all state offices closed.  If the Governor closes all state 

offices, ASB employees will be credited with one-hour time worked for each 

full hour state offices are closed. 

 

3. During inclement weather, all employees should arrive at their designated 

workstations at their regular time.  When necessary, ASB may not run buses 

for day students.  In the event that happens, it will be announced on TV 

channels 4, 7 and 11.  It will also be announced on two radio stations: KARN 

(920 AM) and KSSN (96.5 FM).  THOSE ANNOUNCEMENTS WILL 

ONLY INVOLVE DAY STUDENTS (NOT EMPLOYEES). 

 

4. During extremely severe weather conditions, the Superintendent may 

implement the “ASB Inclement Policy” as described in #5 below. 

 

5. When the “ASB Inclement Weather Policy” is in effect, employees who arrive 

no more than two hours late will not be charged time.  Employees arriving 

more than two hours late will be charged for the full amount of time involved 

in the tardiness.  Those employees arriving at their regularly assigned time 

will be credited with an equal amount of time (up to a maximum of two 
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hours).  The only time computed at time and one-half time is when a Fair 

Labor Standards Act (FLSA) covered employee physically works overtime as 

defined in the ASB Employee Handbook. 

 

6. Critical personnel are required to reach their designated workstations by their 

regular duty time regardless of weather conditions and regardless of the “ASB 

Inclement Weather Policy.”  For purposes of this policy, critical staff are as 

follows: Superintendent, Principals, Business Manager, Personnel Manager, 

Building and Grounds Coordinator, Interpreter, Student Life Coordinator, 

Program Support Manager (in transportation) and Skeleton Maintenance Crew 

and Dietary Manager. 

 

Note:  Employees other than critical staff may request permission to use their 

vacation time/personal leave time as appropriate.  Sick leave taken during 

inclement weather requires a doctor’s statement.  Any other leave will be charged 

as leave-without-pay. 

 

On a case by case basis, the Superintendent will determine what position and/or 

individuals will be considered “essential/critical staff.”  Your supervisor will 

inform you if there is a need to report to work. 

 

When in doubt as to the status due to inclement weather, please call your 

immediate supervisor. 

 

PROCEDURES WHEN STUDENTS ARE NOT ON CAMPUS: 

 

1. If there are no students on campus, then all staff are expected to come to work 

at the time the Governor states in his/her proclamation (e.g. 10:00 am). 

 

2. When the Governor’s proclamation is in effect, employees who arrive no 

more than two hours late will not be charged time.  Employees arriving more 

than two hours late will be charged for the full amount of time involved in the 

tardiness.  Those employees arriving at their regularly assigned time will be 

credited with an equal amount of time (up to a maximum of two hours).  The 

only time computed at one and one-half time is when a Fair Labor Standards 

Act (FLSA) covered employee physically works overtime as defined in the 

ASB Employee Handbook. 

 

Note:  Employees other than critical staff may request permission to use their 

vacation time/personal leave time as appropriate.  Sick leave taken during 

inclement weather requires a doctor’s statement.  Any other leave will be charged 

as leave-without-pay. 

 

On a case by case basis, the Superintendent will determine what position and/or 

individuals will be considered “essential/critical staff.”  Your supervisor will 

inform you if there is a need to report to work. 

 

When in doubt as to the status due to inclement weather, please call your 

immediate supervisor. 
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PROCEDURES FOR ASB EMPLOYEES WITH OFFICES IN OTHER 

LOCATIONS: 

 

When assigned offices are closed, employee must contact the supervisor by 8:15 

a.m. to report which of the following schedules will be followed: 

 

a. Request use of a vacation day 

b. Conduct office work at home.  Telephone contact must be possible 

throughout the workday. 

 

When assigned offices are closed and employee experiences restricted travel 

while on a trip, the employee may conduct office work in a motel.  Telephone 

contact must be possible throughout the workday.  Notify supervisor about 

revised schedule by 8:15 a.m. 

 

 

Transferring From One Position to Another at ASB 

 

The following information is established for use when an employee is interested 

in applying for another position at ASB. 

 

The employee must complete a State Application Form and submit it to the 

personnel office for consideration of the position for which they are applying 

during the advertisement period. 

 

 

Meal Ticket Policy 

 

1. Meal tickets will be required of all Arkansas School for the Blind employees, 

except for the following: 

 

 Food Service and Houseparent staff will be provided meals during their 

shift 

 Teaching staff assigned to the cafeteria or playground, for any of the 3 

daily meals, will be provided one free meal per day, upon Supervisor 

notification to the Food Service Director 

 

2. Meals will be provided for students and staff for off-campus outings when 

approved by the supervisor. 

 

3. Reduced price meal tickets can be purchased for the following number of 

meals: 

 

 10 meals for $22.50/$2.25 per meal 

 20 meals for $43.00/$2.15 per meal 

 30 meals for $60.00/$2.00 per meal 

 

Persons eligible for these reduced priced, bulk tickets are limited to ASB 

employees and other state employees working on the ASB campus. 
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 Single ticket cost is $4.00 

 Salad Bar Tickets 

10 punch ticket - $12.50 (1.25 each) 

Individual ticket - $2.50 each 

 

4. No cash is be handled by the cafeteria personnel.  Persons without tickets will 

be asked to go to the administration office to get a meal ticket. 

 

5. Single tickets, Guest tickets and bulk meal tickets (in quantities of 10, 20 or 

30 meals) are available for purchase in the main office.  Prices are regulated 

and approved by the Board of Trustees. 

 

6. Persons holding reduced price, bulk tickets may treat another eligible person 

to a meal on their ticket, however the ticket cannot be shared with a guest. 

 

7. Department heads are allowed to take special guests to lunch, but they must 

secure a Guest pass from the Main Office. 

 

8. Groups receiving free meal on the ASB campus will include: 

 

Board of Trustees 

Volunteer College Students 

 

9. Groups paying for meals on the ASB campus will include: 

 

Association for Education and Rehabilitation of the Blind and Visually 

Impaired (AERBVI), Arkansas Chapter 

Little Rock Kiwanis Club 

Arkansas Radio Reading Service for the Blind Network Board 

 

10. The superintendent or business manager may authorize free meals. 

 

11. All exceptions to this policy require the approval of the superintendent. 

 

Keys 
 

At the beginning of the school year, the main office will issue the necessary keys.  

A $2.00 deposit will be required for each key.  It will be the responsibility of each 

staff member to see to it that his/her key is properly secured when not in use.  At 

the end of the term for ten-month employees, or upon termination of services, all 

keys must be properly labeled and returned to the main office, and your deposit 

returned. 

 

Smoking Policy 
 

In accordance with Act 779 of 1997 (Arkansas Statute) and Pro-Children Act of 

1994 (Federal Statute PL 103-227), the superintendent of the Arkansas School for 

the Blind shall prohibit smoking or use of any product containing tobacco in any 

form in or on any property owned or leased by the school including school buses, 
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charter vehicles, and school vehicles.  This applies to all students, staff and 

visitors. 

 

 

Drug-Free Workplace Policy 

 

Drug abuse and use at the workplace are subjects of immediate concern in our 

society.  These problems are extremely complex and ones for which there are no 

easy solutions.  From a safety perspective, the users of drugs may impair the well 

being of all employees, the public at large, and result in damage to state property.  

Therefore, it is the policy of the State of Arkansas that the unlawful manufacture, 

distributions, dispensation, possession or use of a controlled substance in a state 

agency’s workplace is prohibited.  Any employees violating this policy will be 

subject to discipline up to and including termination according to ASB Employee 

Conduct Standards Policy 1011.   

 

1. State agencies will not differentiate between drug users and drug pushers or 

sellers.  Any employee who gives or in any way transfers a controlled 

substance to another person or sells or manufactures a controlled substance 

while on the job or agency premises will be subject to discipline up to and 

including termination according to ASB Employee Conduct Standards Policy 

1011. 

 

2. The term “controlled substance” means any drug listed in 21.U.S.C. Section 

812 and other federal regulations.  Generally, these are drugs which have a 

high potential for abuse.  Such drugs include, but are not limited to, heroin, 

marijuana, cocaine, PCP and “crack”.  They also include ‘legal drugs” which 

are not prescribed by a licensed physician. 

 

3. Each employee is required by law to inform the agency within five (5) days 

after he or she is convicted for violation of any federal or state criminal drug 

statute where such violation occurred on the agency’s premises.  A conviction 

means a finding of guild (including a plea of nolo contendre) or the imposition 

of a sentence by a judge or jury in any federal court, state court or other court 

of competent jurisdiction. 

 

4. The Arkansas School for the Blind must notify the U.S. Government Agency 

with which the contract was made within ten (10) days after receiving notice 

from the employee or otherwise receives actual notice of such a conviction. 

 

5. If an employee is convicted of violating any criminal drug statute while in the 

workplace, he or she will be subject to discipline up to and including 

termination according to ASB Employee Conduct Standards Policy 1011.   

Alternatively, the agency may require the employee to successfully finish a 

drug abuse program sponsored by an approved private or government 

institution. 

 

6. As a condition of further employment on any federal government contract, the 

law requires all employees to abide by this policy. 
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Criminal Background Check 

 

In accordance with Act 1019 of 1997, a criminal background check will be conducted on 

all new employees.  Employment is provisional until all verification is received 

confirming a clear criminal background check.  If a criminal history record is found, new 

employees will be disqualified from employment and can challenge the completeness or 

accuracy of criminal history information to the Arkansas State Police and/or FBI. 

 

 

Solicitation on Campus 

 

Salesmen or solicitors are not permitted to contact personnel during working hours.  If 

you are contacted by a salesperson or solicitor, call the Superintendent’s Office. 

 

 

Salary Pay For Teachers 

 

Persons employed as a teacher will be compensated an annual salary for working a 

complete school year.  Persons employed after the beginning of a new school year will 

not have the opportunity to work a complete school term.  These employees will receive 

summer pay based on a prorated formula as follows: 

 

 Days Worked During School Year 

 ______________________________________ X  Days in Summer 

 

 Days in School Year 

 

Teachers who resign before the end of the school year will be paid through the last day 

worked. 

 

 

State Cars 

 
 

The state Insurance Commissioner through the Risk Management Division of the 

Arkansas Insurance Department has implemented a comprehensive vehicle safety 

program designed to reduce accidents and lessen repair and worker’s compensation costs.  

The program consists of the following as stated in their memorandum: 

 

1. Every employee or passenger in a State car or in a personal car on State business will 

be required to use a seat belt. 

 

2. If an employee’s job makes it necessary to travel in his personal vehicle, whether 

routinely or very occasionally, he will be required to maintain liability insurance on 

that vehicle in order to be eligible to receive mileage reimbursement.  Proof of 

coverage should be filed with the appropriate person in your agency. 

 

3. As a condition to employment, employees will sign a Privilege of Driving Form and 

understand that a Motor Vehicle Record will be obtained in order to disclose past 

driving records. 
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4. Also, as a condition of employment, employees shall provide you with a copy of their 

driver’s license. 

 

5. High-risk drivers will be identified by the use of points system.  The points system 

assigns a numerical value for various offenses and violations incurred while driving. 

 

6. All accidents will be reported immediately.  This allows the insurance company to 

work the accident promptly and will usually result in lower claim cost.  This should 

improve our loss experience. 

 

7. All matters relating to the employee’s driving record is held in strict confidence. 

 

Travel 

 
A.  All travel must have prior approval. 

1. The Travel Request form can be requested from the Administration Office 

2. Complete and submit request to your immediate supervisor for approval and 

submission to Superintendent and Business Manager for further approvals. (A 

copy will be returned to you.) 

3. There are limitations to $ amounts. 

a. Mileage is allowable @ $.29 per map mile from one location to another. 

b. Check with accounting office for limitations on meals and lodging (this 

changes from one area of travel to another). 

c. If you want the registration paid by the agency, you must request this.  If 

the vendor allows a Purchase Order and if there is enough time to process 

the request.  Also, if the vendor is not in the State Vendor System, a W-9 

must be submitted by the vendor to get them on the system.   

d. The traveler pays all meals and lodging and mileage and then a TR-1 is 

submitted for reimbursement. 

e. If air travel is involved, the agency can assume the costs in advance for 

these tickets.  Please check with the Business Manager or Accounting 

Supervisor for details. 

4. If the Agency pays for Registration and/or Airfare, the traveler is responsible 

attending the workshop, etc.  If the traveler fails to attend the workshop, etc. 

then they will be responsible for reimbursing the Agency for the costs that 

cannot be re-cooped. 

B. TR-1s must be submitted for reimbursement of travel expenditures after the trip is 

made.  

1. Mileage (if traveling from home) may be counted from beginning point 

(agency or home-whichever is closer to destination). 

          2.     Meals can only be claimed if there is an overnight stay. 

3. No travel advance funds will be issued.  (This agency does not have travel 

advance funds.) 

4. Receipts for Lodging, Registration, Transportation, Parking, etc. must be 

attached. 

5. Please make and keep copies of everything being submitted. 

6.    Attach a copy of the approved travel request to your TR-1 and receipts. 
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Crisis Response 

 

The Arkansas School for the Blind’s Crisis Response Plan describes what type of hazards 

might affect each school along with the specific consequences those hazards may have on 

the population of the school.   The plan also describes the responsibilities of each member 

of the schools emergency response team (ERT) in mitigating, preparing for, responding, 

and recovering from an emergency.  Additionally, the plan describes the primary and 

support roles of each ERT member, how these roles are integrated into the system wide 

roles of the Superintendent and staff, as well as local emergency response organizations.  

The plan also describes the facilities and equipment required by the school during an 

emergency. Finally, the plan describes the functions that must be performed during an 

emergency to protect the health and safety of the students, faculty, and staff of the school. 

 

The procedures describe how the response will be carried out.  Both the strategic and 

tactical responsibilities are detailed by hazard-specific procedures and position specific 

checklist.  As indicated above both the plan and procedure must be tailored to each 

specific school and school district to be most effective. 

 

The recovery period after an emergency may vary significantly based upon the 

emergency, the level of damage to school property, the number of injuries and possible 

deaths, and the physiological impact upon the school population.  This plan provides 

basic guidance upon which the structure and process for recovery can be developed. 

 

Telephones 

 

Telephones are for business use.  It is requested that personal calls not be made during 

the day unless absolutely necessary.  Personal calls, which must be made, should be 

placed on a pay phone. 

 

All incoming calls will be taken in the office and a note placed in the proper mailbox.  No 

one will be called to the phone except in an emergency.  Should it be necessary for you to 

make or return an out-of-town business call, contact your immediate supervisor to assist 

you so that the phone number and additional data can be recorded as required. 
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Sexual Harassment Policy 

 

 

 

This policy is established to encourage employees to discuss problems of sexual 

harassment with appropriate supervisors, to explain, to reach solutions, to make 

adjustments, if necessary, and to foster better understanding between employees and 

supervisors.  Such discussion will lead to better employee/supervisor understanding of 

policies, procedures and practices. 

 

It is the policy of this agency that sexual harassment, as defined in the Federal Guidelines 

(29 CFR CH XIV, subsection 1604,1l), Section 703 of Title VII of the Civil Rights Act 

of 1964, as amended, and Arkansas Act 563 of 1985, which subsection (8) of Section 

1801 of Act 280 of 1975 in the Arkansas Criminal code, is intolerable and 

unconscionable. 

 

It also is the policy of this agency that all employees be given the opportunity through 

established steps and processes as specified in the agency’s grievance procedure, to 

resolve sexual harassment complaints.  This policy does not reflect any change in the 

agency’s grievance procedures. 

 

Employees should submit complaints made in good faith, expressed in reasonable terms, 

containing cause for the complaint, corrective action desired and sufficient information 

upon which to base decisions. 

 

This policy applies to same gender and opposite gender. 

 

The criteria of sexual harassment, as specified by the Federal Guidelines, is: 

 

(A) Submission to the conduct is ether an explicit or implicit term or condition of 

employment and/or; 

 

(B) Submission to or rejection of the conduct is used as a basis for employment decisions 

affecting the person who did the submitting or rejecting and/or; 

 

(C) The conduct has the purpose of effect of substantially interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive work 

environment. 

 

Actions that may be defined as sexual harassment are not limited to the “supervisor to 

employee” situations, but may include actions of co-workers, actions of the same or 

opposite sex and actions of individuals external to the agency, but who have contact with 

employees in the work environment. 

 

Such unwelcome behavior may be either physical or verbal in nature.  Examples include, 

but are not limited to the following: 

 

Overt Actions – actual rape or sexual assault, though it is a one-time occurrence 
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Continuing Actions – a pattern of behavior or practice conducted on a continuing 

basis, i.e., including but not limited to: abusive language, derogatory remarks, 

questions regarding sexual preferences or activities, and/or explicit/implicit 

materials. 

 

Covert Actions – may include any or all of the actions listed under continuing 

actions. 

 

Examples of sexual harassment as defined by Act 563 of 1985 to amend Subsection *8) 

of Act 280 of 1975 (Arkansas Criminal Code) include: 

 

“Sexual Contact” means any act of sexual gratification involving the touching directly or 

through clothing sex organs, or buttocks, or anus of a person or the breast(s) of a female. 

 

The agency’s grievance procedure authorizes the Grievance Officer to modify, waive, or 

otherwise change the Grievance Procedure in order to fulfill the intent of the procedure, 

provided the agency director and employee agree to the waiver, modification or change.  

To this effect, no employee, in order to effect resolution, shall be required to solely or 

independently confront the person allegedly conducting or causing the action believed to 

be sexual harassment. 

 

Employees believing themselves to be victims of sexual harassment are encouraged to 

come forward in order to effect resolution of the complaint.  Employees are encouraged 

to contact the appropriate level supervisor(s) or the appropriate grievance officer to begin 

the process of resolution. 
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Governor’s Directives 

 

 

 
 

Section 200 GOVERNOR'S POLICY DIRECTIVES (as amended) 

 

Section 200.1.0 Statement of Financial Interest - GPD #1 

 

The Governor’s Policy Directive #1 requires any agency head, department director, or 

division director of state government, as well as any public appointee to any state board 

or commission who is authorized or charged by law with the exercise of regulatory 

authority or is authorized to receive or disburse state or federal funds, to file a written 

statement of financial interest (SFI) by January 31 of each year. Arkansas Code §21-8-

701(c) (1) provides that a candidate for elected office shall file the statement of financial 

interest within thirty days after the deadline for filing for office for which he seeks 

election. 

 

All gubernatorial appointees appointed to state boards or commissions after September 1, 

1997 shall file a SFI covering the previous calendar year within thirty days of 

appointment. Any person hired, promoted, appointed or selected as an agency head, 

department director or division director within state government after September 1, 1997 

shall file a SFI covering the previous calendar year within thirty days of filling such 

position. Additionally, all such persons covered by this policy directive shall file a SFI on 

or before January 31 of each year. Such persons are reminded that the next SFI following 

the one filed within thirty days of appointment or filling a position will be due on or 

before January 31, 1998, covering the calendar year 1997, pursuant to Governor’s Policy 

Directive Number 1. These statements shall be filed with the Secretary of State, Election 

Division, on forms available from that office. ** 

 

Section 200.1.1 Extra Income Statement - GPD #1 

 

Arkansas Code §21-8-203 states, "….all state employees who are employed on a regular 

salary basis shall be required to disclose each source of income in excess of five hundred 

dollars ($500) earned during any calendar year from sources other than their regular 

salary from employment or from professional or consultant services rendered for any 

public agency." 

 

Public agency is defined as (1) the agency with which a state employee is employed, a 

state board, commission, institution, office or agency; (2) any city, county, or school 

district, or any agency, division, or instrumentality thereof, including those agencies, 

divisions, or instrumentality's which are funded in part with funds provided by state 

appropriations; or (3) any area or regional program in this State which derives financial 

support in whole or in part from state funds or from any nonprofit corporation, 

foundation or organization. 

 

All state employees who are employed by any state office, agency, department, board or 

commission, other than employees of institutions of higher learning, shall file this 

statement with the Secretary of State. 
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All employees of institutions of higher learning in the State shall file the statement with 

the president of the institution of higher learning where the employee is employed. 

 

These statements shall be filed on or before January 31 of each year on forms available 

from the Secretary of State, Election Division. ** 

 

**Secretary of State’s Office, Election Division; 026 State Capitol; (50l) 682-3476 local 

or 1-800-482-1127 toll free. 

 

Section 200.1.2 Solicitation of State Employees - GPD #4 

 

Solicitation of State employees will be permitted only with the approval of the 

Department Director and only before or after working hours; State facilities may be used 

for solicitation purposes after hours with the approval of the Department Director. 

 

1) Recognizing that some savings may be achieved by purchasing on a group basis, 

solicitation may be allowed on State property either before or after working hours. In 

order to qualify for the use of State property, the goods or services to be solicited must 

present a significant cost savings for group purchasing. Each agency director is 

responsible for making the determination of the savings aspect of the goods and services. 

 

2) Once an agency director has determined that the goods or services meet this criteria, 

the sales representative will be allowed to post a notice on a designated bulletin board 

within the agency specifying the nature of the goods and service to be solicited and 

stating that on a given day a representative will be present (either before or after working 

hours) to make the presentation. Beyond the posting of the notice on the designated 

bulletin board, there will be no announcements, letters or bulletins issued by the sales 

representative or anyone employed in the agency. It is the responsibility of each agency 

director to see that an appropriate bulletin board is obtained and used for this purpose as 

well as the posting of other notices of interest to employees. 

 

3) The agency director is responsible for security of the office before and/or after hours 

when solicitations are made and for securing the premises after the presentation. 

 

4) Under certain conditions, agency directors may authorize informational sessions 

and/or sign-up opportunities during working hours. These include cafeteria benefit plans 

and officially sanctioned deferred compensation plans and group insurance products 

approved by the Arkansas State Employee/Public School Personnel Board. 

 

5) The product exception to this policy is any product of INSURANCE. The interested 

vendor must first obtain the permission of the Executive Director of the Employee 

Benefits Division of the Department of Finance and Administration. When the product is 

approved all agencies will be notified of this approval and then the Director of the agency 

may allow the offering of this product to agency employees as established above. 

(Effective September 25, 2000)I 

 

Section 200.1.3 Standards of Performance - GPD #5 

 

OFFICE HOURS - All State offices shall be open for business between 8:00 a.m. and 

4:30 p.m. However, department directors shall have flexibility to establish other working 
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hours for their departmental personnel so long as all employees work an 8-hour day. 

Deviations from the 5-day, 40-hour work week shall be approved by the Governor. 

 

PROFESSIONAL STANDARDS - All State employees shall perform their duties with 

courtesy, competence and the highest standards of honesty and integrity. 

 

PERSONAL APPEARANCE - It shall be the policy of Arkansas State government to 

encourage all employees to use good judgment and discretion in their dress and 

appearance. Personal appearance shall be appropriate to the job assignment and location. 

While at work, State employees are expected to dress in a manner that will reflect the 

image of a professional public servant. 

 

STATE-OWNED EQUIPMENT AND SUPPLIES - Use of any and all State-owned 

equipment and supplies shall be restricted to Official State use only. Unauthorized or 

personal use of equipment or supplies may be grounds for dismissal. 

 

ALCOHOLIC BEVERAGES AND CONTROLLED SUBSTANCES - Use of alcoholic 

beverages or any unlawful use of controlled substances is strictly prohibited during office 

hours and shall be grounds for immediate dismissal. 

 

Section 200.1.4 Travel Reimbursement - GPD #6 

 

All requests for travel reimbursement shall be reasonable, true and accurate. Managers 

shall be responsible for review and initial approval of proposed work-travel plans of all 

subordinates as well as final approval of their travel reimbursement vouchers. Any 

violation of this policy statement may be cause for dismissal. 

 

All advanced travel funds shall be properly vouchered or repaid within thirty calendar 

days maximum after completion of travel. 

 

Approval authority for out-of-state travel may be delegated by department directors to 

subordinate levels of management. Heads of independent agencies may approve such 

travel for themselves and employees of their agency. 

 

The minimum for out-of-state travel commensurate with effective and efficient operation 

is the goal. Specific justification and cost estimates should be used in evaluating each 

request. 

 

Section 200.1.5 Inclement Weather Policy - GPD #7 

 

This Directive outlines the general policies which will govern office and staffing 

procedures during inclement weather. 

 

The general policy regarding inclement weather is that State government does not 

normally close its offices because of hazardous driving conditions. However, the 

obligation to provide services to the citizens of the State must be balanced with the risk of 

danger to State employees. It is, therefore, appropriate that guidelines which reflect the 

needs of our citizens’ and employees’ safety be established. 

 

In the Little Rock Metropolitan area: 

* 
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* 1. In the event of early morning severe inclement weather conditions, the Governor’s 

Office will determine whether this inclement weather policy will be placed into effect 

and will announce its implementation before 6:30 a.m. if at all possible. The 

announcement will include the affected counties. On days declared to be covered by the 

inclement weather policy, all employees should be at their workstations by 10:00 a.m. 

Employees arriving by 10:00 a.m. will be given credit for a full day’s attendance. 

Employees arriving after 10:00 a.m. will be charged the full amount of time involved in 

the tardiness, and employees not coming to work at all will be charged a full day’s 

absence. Agencies which have approved flextime schedules will develop an inclement 

weather policy consistent with the guidelines and the policy must be approved by the 

Department of Finance and Administration, Office of Personnel Management. 

 

2. When severe inclement weather occurs during office hours, department directors and 

agency administrators will have the discretion to allow employees to leave work early for 

safety reasons. Decisions to allow employees to leave work early, however, should 

recognize the requirement to maintain designated critical personnel and assure service 

delivery to the citizens for the full workday. Employees who were on the job, and who 

were allowed to leave early, will not be charged leave for that time.3. Department 

directors and agency administrators shall designate critical personnel, who will be 

required to reach their work stations by the time of regular office opening regardless of 

weather related conditions to assure that offices are open to the public and services are 

provided. Prior designation will allow critical personnel to prepare for weather 

conditions, and if need be, provide alternative methods of getting to work. 

 

In the area outside of Little Rock metropolitan area: 

 

1. The agency director or the highest-level field supervisor will determine when the 

inclement weather policy is implemented based on weather conditions in different parts 

of the State. If the agency administrator chooses to delegate this authority to the field 

supervisor, such delegation should be made immediately and communicated to the 

employees under the supervisor. Local media shall be used to notify employees of policy 

implementation by 6:30 a.m. if possible. Where this approach is not possible, employees 

should be instructed to contact their supervisor when bad weather exists. 

 

2. When the inclement weather policy is implemented in an area outside the Little Rock 

metropolitan area, the attendance provisions applicable to employees in the Little Rock 

metropolitan area will be applied to employees in the affected area. 

 

Twenty-four hour and seven-day facilities: 

 

1. For agencies which have facilities that are required to be open 24 hours each day or are 

normally open seven days each week, the facility administrator will develop policies and 

procedures to cover facility operations during periods of inclement weather. These 

policies and procedures should balance the requirements for client care and/or public 

access against the safety of facility employees. For example, a residential care facility 

would require staffing regardless of weather conditions whereas a museum facility could 

be closed if necessary without detriment to the public. 

 

2. State employees who are required to remain on duty until they are relieved may be 

reimbursed for any additional expenses incurred by their obligation to remain at their 

duty station. Expenses that could be reimbursed include, but are not limited to, childcare, 



 48 

transportation and meals. Proper documentation must be submitted and approval granted 

by an appropriate agency official as set out in the General Accounting Procedures. 

 

NOTE: UNIVERSITIES AND COLLEGES: The decision to implement the inclement 

weather policy and/or close the institution is made individually at each institution. 

 

Section 200.1.6 Equal Employment Opportunity - GPD #8 

 

Arkansas State government does not discriminate on the basis of race, creed, color, sex, 

age, national origin, religion or disability. The State’s Affirmative Action goals dictate 

that all citizens have equal access and opportunity for employment in Arkansas State 

government. 

 

Programs on Equal Employment Opportunity, personnel management and Uniform 

Grievance Procedure are available through the Department of Finance and 

Administration, Office of Personnel Management, Interagency Training Program. All 

supervisory personnel and Equal Employment Opportunity/Grievance Officers shall 

complete the requisite training under Executive Orders 86-1 and 93-01. The requisite 

programs shall be completed within six (6) months of assuming a supervisory or 

management position or the duties of an Equal Opportunity/Grievance Officer. 

 

All departments and agencies shall have effective EEO/Grievance procedures established 

for their employees. 

 

Section 200.1.7 Personnel Cap - GPD #8 

 

A department or agency may not exceed the ceiling on positions as established by the 

Department of Finance and Administration, Office of Budget. 

 

Section 200.1.8 Freeze on Hiring - GPD #8 (as amended by Executive Order 00-14) 

 

Requests to fill vacant nonclassified positions, and classified positions pay grade 22 and 

above, must be submitted to the Department of Finance and Administration to the 

attention of the Administrator, Office of Personnel Management, for review by the Hiring 

Freeze Committee. All positions, regardless of classification status or pay grade, that are 

vacant for 12 months or more must be submitted for review by the Hiring Freeze 

Committee. 

 

This freeze does not apply to vacancies authorized by any federally funded public 

employment effort. 

 

HIRING FREEZE REQUEST FORM - OPM Form 027 

 

Section 200.1.9 Listing Vacancies in State Agencies - GPD #8 (as amended by Executive 

Order 99-04) 

 

Position vacancies in State agencies which are graded as a grade 66, grade 99, or have 

been approved for an emergency hire by the Administrator of the Department of Finance 

and Administration’s Office of Personnel Management are not required to be advertised. 

All other position vacancies must be advertised within the agency (advertised internally), 

and such position vacancies must also be listed with the Employment Security 
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Department (advertised externally) on the Arkansas Government Jobs Website, 

http://www.statejobs.com/ unless the position is to be filled with a qualified employee 

from within the agency. All managerial or professional positions shall be advertised for a 

minimum of ten working days before being filled, and all other positions shall be 

advertised for a minimum of five working days before being filled. 

 

Any violations of this procedure reported to the Department of Finance and 

Administration, Office of Personnel Management, will be investigated and findings 

reported to the Governor’s Office. The noncompliant agency will be required to advertise 

and hold open all vacant positions - without exclusion - for ten working days or for such 

period of time as may be appropriate. 

 

JOB VACANCY-REQUISITION REPORT (JVRR) - OPM Form 028 

 

Section 200.1.10 Unqualified Appointments - GPD #8 

 

The Uniform Classification and Compensation Act (Arkansas Code Annotated § 21-5-

204, et seq.) exists in part to assure that State agencies hire and promote people who have 

education and/or experience requisite for successful performance on the job. The Office 

of Personnel Management has a procedure which allows for the review of qualifications 

of applicants whose education and experience differ from that required by the class 

specification, but who have other job related qualifications which might be validly 

substituted. 

 

Failure to adhere to required minimum qualifications or approved substitutions will result 

in the following actions: 

 

1. Unqualified appointments (new hires or promotions) will be reported to the Governor. 

 

2. Payroll vouchers containing unqualified appointments will not be processed until the 

unqualified appointment is removed from the payroll or placed into a position for which 

the individual meets the minimum qualifications of the classification. 

 

Section 200.1.11 Employee Transfer/Reduction in Force - GPD #8 

 

Employee transfers between agencies should be encouraged when such transfers result in 

career advancement or greater job satisfaction. 

 

State employees displaced from other offices or agencies by budgetary constraints should 

be given first priority by other State agencies in filling vacant positions. 

 

Section 200.1.12 Religious Services and Funerals of Coworkers - GPD #8 

 

Agency directors are encouraged to allow employees reasonable time off to attend 

services on religious holidays or to attend the funeral of a coworker. Directors are 

responsible for maintaining necessary staffing at such times. 

 

Section 200.1.13 Nepotism - GPD #8 

 

Relatives may not work in any capacity in situations where one relative might supervise 

another. 



 50 

 

Section 200.1.14 State Employees Political Activity - GPD #9 

 

State employees can, should and are encouraged to participate in the election process so 

long as assistance to candidates is rendered on the employee’s own time and State 

property is not involved. Employees are not to endorse candidates, including the 

Governor, in their official capacity as State employees. A person’s status as an employee 

of the State is public knowledge. Public endorsements of a candidate can easily be 

interpreted as endorsements of an official capacity. 

 

The legal provisions can be summarized as follows: 

 

1. State employees are prohibited from engaging in partisan political activity during the 

hours they are performing work for, and being paid by an agency of State government. 

 

2. Political banners, posters or literature should never be allowed to be displayed on or in 

any State office. 

 

3. Political bumper stickers or decals should never be displayed on or in a State car. State 

vehicles must not be used during or after working hours to promote or assist the 

candidacy of any person in any way. State employees may not display political 

advertising on personal vehicles when using these vehicles in the performance of official 

duties for which they shall be reimbursed by the State. 

 

4. No State official (whether elected or appointed) shall assess employees for any 

political purpose or use treats or coercion to require or persuade an employee to 

contribute to a particular candidate or cause. 

 

Requests for leaves of absences to work in campaigns should be submitted to the 

employee’s department director. Each director should establish an internal policy as to 

whether such leave without pay shall be allowed in that department. 

 

In addition to these prohibitions established by Arkansas law and by administrative 

policy, there are other specific limitations which apply to employees whose salaries are 

either partially or totally paid from federal funds. These rules are established by the 

Federal Hatch Act. 

 

For specific questions about Arkansas Election Law consult the Secretary of State’s 

Elections Division at 682-3470. 

 

Questions regarding the Federal Hatch Act as it relates to federally funded State 

employees may be answered by the Office of Special Counsel in Washington, D.C. at 1-

800-854-2824. 

 

Section 200.1.15 Protection of Families From Government - GPD #10 

 

This directive is intended to protect the family from unnecessary intrusion or interference 

by state government. The ultimate goal is to strengthen the family and marital 

relationships, facilitating the ability of the family to function as a unit unimpaired by 

government intrusion. 
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Before any action is taken by any state agency, board or commission, the following 

questions should be answered: 

 

1. Does this action by government strengthen or erode the stability of the family and, 

particularly, the marital commitment? 

 

2. Does this action strengthen or erode the authority and rights of parents in the 

education, nurture and supervision of their children? 

 

3. Does this action help the family perform its functions, or does it substitute government 

activity for the function of the family? 

 

4. Does this action by government increase or decrease family earnings? Do the proposed 

benefits of this action justify the impact on the family budget? 

 

5. Can this activity be carried out by a lower level of government or by the family itself? 

 

6. What message, intended or otherwise, does this program send to the public concerning 

the status of the family? 

 

7. What policy, implicit or explicit, does this action establish concerning the relationship 

between the behavior and personal responsibility of youth and the norms of our society? 

 

With respect to each proposed policy or regulation that may affect family well-being, you 

should be prepared to conduct an assessment in accordance with the above seven 

questions and to either certify to the governor’s office upon request that it does not 

negatively affect the family well-being or provide an adequate rationale for 

implementation of the policy or regulation if it does negatively affect family well-being. 

 

Section 200.1.16 Dress Code for Hot Weather GPD#11 

 

During the days in which the high temperature is expected to exceed 90 degrees, state 

employees within the executive branch of government shall be encouraged to dress 

comfortably, so long as the manner of dress is commensurate with professional standards 

and the attire is neat and clean. 

 

Agency directors shall be responsible for determining the exact standards for their 

agencies that will assure comfort and common sense during these very hot days. 

 

Section 200.1.17 Retired State Employees Returning to State Employment - GPD #12 

 

A member of the Arkansas Public Employees Retirement System must terminate covered 

employment to be eligible for retirement. A member shall not be terminated from 

employment for retirement purposes is the person returns to a position that would 

otherwise be covered within thirty (30) days of the person's effective date of retirement. 

Persons failing to meet termination requirements shall forfeit their benefits until 

requirements are met. 

 

Act 1460 of 1999 provides that a state employee who has met all the qualifications and 

eligibility for retirement, and who actually retires, may be allowed to return to state 

government for new employment after thirty days. Act 1460 of 1999 does not provide 
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that the retiring state employee is guaranteed employment with state government at the 

conclusion of the thirty days. 

 

Vacancies created by retiring state employees should be filled consistent with current 

hiring freeze policies and with policies regarding advertisement of job vacancies as also 

found in GPD-8. Vacancies should be coordinated through Arkansas Employment 

Security Department and the Department of Finance and Administration Office of 

Personnel Management. 

 

Under Ark. Code Ann. § 21-4-205(a), if a state employee retires and receives a lump sum 

payment for accrued annual and holiday leave time, then that employee must wait up to 

six weeks before returning to state employment, notwithstanding the provisions of Act 

1460 of 1999. Since Act 1460 of 1999 does not address the application or employment 

procedure that a retired state employee must follow to return to state employment, this 

policy directive, along with GPD-8, must be followed when a vacant position becomes 

available. State agencies should be advised that based upon this policy and GPD-8, job 

vacancies resulting from the retirement of state employees cannot be reserved for such 

employees who express an interest in returning to state employment upon satisfying the 

thirty day requirement of Act 1460 of 1999. Retiring state employees must apply for job 

vacancies just as any other applicant for state employment. 

 

    

 

 


