
STAR CITY
SCHOOL DISTRICT
LOCAL POLICIES

1



TABLE OF CONTENTS
LOCAL POLICIES

SECTION 1- ASSIGNMENT, REASSIGNMENTS, AND TRANSFERS                    4

SECTION 2- BOARD RECEIVING TICKETS TO SCHOOL EVENTS 5

SECTION 3- CATASTROPHIC SICK LEAVE (LICENSED) 6

SECTION 3- LICENSED EMPLOYEE BEREAVEMENT LEAVE POLICY 9

SECTION 3- TEACHER PROFESSIONAL OBLIGATIONS 12

SECTION 3- TUTORING FOR PAY 13

SECTION 3- PROFESSIONAL PERSONNEL RETIREMENT 14

SECTION 3- EDITING, PUBLISHING, AND DISTRIBUTING MATERIALS 15

SECTION 3- SOLICITORS AND SOLICITATIONS 16

SECTION 3- PURCHASING 17

SECTION 7- WORKER’S COMPENSATION 19

SECTION 7- INVENTORY 20

SECTION 7- COMPLIMENTARY PASSES 21

SECTION 7- SALARY 22

SECTION 7- SALARY DEDUCTIONS 23

SECTION 7- VACATION 25

SECTION 7- SECTION 125 26

SECTION 8- CONTRACT RETURN 27

SECTION 8- RESIGNATION 28

2



SECTION 8- CLASSIFIED PERSONNEL RETIREMENT 29

SECTION 8- PROFESSIONAL OBLIGATIONS 30

SECTION 8- CLASSIFIED EMPLOYEE BEREAVEMENT LEAVE POLICY 32

SECTION 8- CATASTROPHIC LEAVE (CLASSIFIED) 34

3



SECTION 1 - ASSIGNMENTS, REASSIGNMENTS, AND TRANSFERS

District school boards shall have authority to assign and reassign or transfer all teachers
in schools within their jurisdiction upon the recommendation of the Superintendent.

When practical, openings within the system will be advertised through email to all staff.

The Board recommends that the Superintendent consider the current staff members for
vacancies when vacancies exist with the school District. The final decision for any
recommendation to fill any vacancy is the responsibility of the Superintendent. This
recommendation covers all professional positions except that of Superintendent.

Every effort will be made by the administration to notify teachers at the earliest possible
time of any assignment change.

LOCAL POLICY
Date Adopted: May 27, 2004
Last Revised: May 25, 2010
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SECTION 2 -  BOARD RECEIVING TICKETS TO SCHOOL EVENTS

The Star City Board of Education will be offered tickets for any school function

that requires a ticket to be admitted.

LOCAL POLICY
Date Adopted: September 22, 2015
Last Revised:
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SECTION 3 -  CATASTROPHIC SICK LEAVE (Licensed)

Catastrophic sick leave is set up to help Licensed employees in a catastrophic
situation.  Catastrophic illness or injury, for the purpose of the policy, has been defined
as a serious illness, injury, or disease that has a permanent or detrimental effect on the
body and/or leaves a permanent injury.  A severe illness has an effect on the general
health or continuance of the life of the person affected and is a life-altering medical
situation.  It does not mean temporary physical disturbances or ailments speedily and
entirely recoverable from that interfere materially in the pursuit of one’s vocation or
produce no permanent effect.  Normal pregnancy, elective surgery, non-emergency
surgery, cosmetic surgery, and/or correctional surgery, which in the opinion of medical
experts can be performed during the summer months, shall not qualify.    A Licensed
employee may be eligible for up to twenty (20) days of catastrophic sick leave with a
reduction of classified substitute daily rate per day. 

ELIGIBILITY

1. A Licensed employee must exhaust all accumulated sick leave, current sick
leave, and personal days before requesting catastrophic sick leave.

2. A Licensed employee must complete an application and provide medical
documentation to the administration office.

ADMINISTRATION

1. The Personnel Policy Committee shall oversee the administration of Catastrophic
Sick Leave.

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

3. The district central office will remove names from the application before the
paperwork is handed over to the Personnel Policy Committee.

LOCAL POLICY
Date Adopted: August 27, 2013
Last Revised: April 26, 2021
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STAR CITY SCHOOL DISTRICT
Catastrophic Sick Leave Request

TO BE COMPLETED BY PHYSICIAN

_________________________________ _______________________
Physician’s Name (Please Print) Clinic/Hospital Name

_________________________________ _______________________
Address Phone Number

____________________________________________________________
City State Zip

Medical Diagnosis: ____________________________________________

____________________________________________________________

Prognosis:___________________________________________________

Treatment
Plan:________________________________________________________
____________________________________________________________

Comments:__________________________________________________
____________________________________________________________
__________________________________ __________________
Physician's Signature(no rubber stamp please) Date
PLEASE RETURN TO PATIENT FOR SUBMISSION WITH THE
CATASTROPHIC SICK LEAVE REQUEST APPLICATION.

LOCAL POLICY
Date Adopted: August 27, 2013
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STAR CITY SCHOOL DISTRICT
400 East Arkansas Avenue, Star City, AR  71667

CATASTROPHIC SICK LEAVE REQUEST APPLICATION

Date of Request:_______________________________________________________

Licensed Employee Name:_______________________________________________
First Middle Last

Address______________________________________________________________
Street City State Zip

Social Security #:_______________________Phone__________________________

Number of Days Requested:______________(20 days maximum)

Nature of Catastrophic Situation:_________________________________________

_____________________________________________________________________

I hereby authorize the Star City School District to release information from my
personnel file regarding my medical history, doctor’s records and/or letter, and
use of sick leave in order that the Personnel Policy Committee can determine if I
am eligible for Catastrophic Sick Leave.  I understand that Catastrophic “Sick
Leave Policy and the Personnel Policy Committee decision is final.

___________________________________ __________________________
Employee Signature Date
______________________________________________________________________
OFFICE USE ONLY
Request Approved_____Yes_____No     _______________________     __________

Signature of Chairperson        Dated
Comments:____________________________________________________________
Number of days approved:_______________Unanimous    or:          __________For

LOCAL POLICY
Date Adopted: August 27, 2013
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SECTION 3 -  LICENSED EMPLOYEE BEREAVEMENT LEAVE POLICY

Licensed Employees shall be allowed each year, in addition to sick leave, a maximum
of five (5) absences at full pay for funeral attendance and legal business related to the
funeral, when the immediate family (state definition) is involved.  Should additional time
be needed, it is to be subtracted from sick leave.

Immediate family is defined, according to state law, as the employee’s spouse, children,
parents, and any other relatives living in the same household.

The District’s policy for bereavement shall also include as family the employee’s and
spouse’s grandparents, grandchildren, brothers, sisters, mothers-in-law and
fathers-in-law.  In this case, licensed employees may employ this extended definition of
family for a maximum of two (2) absences at full pay for funeral attendance and legal
business related to the funeral.  This policy shall also include aunts and uncles.

Said bereavement leave may not be accumulated, and the annual maximum leave for
bereavement is five (5) days.

Documentation (program or obituary) will be required.

LOCAL POLICY
Date Approved: October 22, 2013
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Last Revised: March 31, 2015

SECTION 3 -  TEACHER PROFESSIONAL OBLIGATIONS
Teacher professional obligations include, but shall not be limited to the following:

Absence: When a teacher is ill, that teacher should call or have someone call the
principal no later than 7 a.m.

Activity Calendar: The District Calendars are available online and planned events will
be posted to it at starcityschools.org.  Any date set for an event should be approved by
the office and placed on the District Calendar.  If a change in date is desired, it must be
approved by the office.  The principals of the schools.will then put the date on other
calendars.

Building: Because of the many requests for use of school buildings during the evening
hours, teachers should secure the approval of the principal before scheduling such an
activity.  The principal will in turn clear all requests for the use of a school building
during such hours through the office where a calendar of assignments of school
buildings is kept.  The teacher is in charge of a group having been given permission to
use a school building during the time it is being used by that group.

Teachers who find it necessary to remain in a school building after working hours of
custodians should assume the responsibility for seeing that windows are closed and
locked, electric lights are turned off, and all exterior doors securely locked.

Chaperone Duty: Any teacher may be sent as a chaperone on a school trip if the
principal deems it necessary and at no cost to the employee.

Close of School: At the close of the school year, all employees shall complete their
work, their records, and all their requirements before leaving.  No teacher is to leave
until authorized by the principal, in writing, certifying that all requirements have been
met.

Conference Periods: Conference periods are to be used for preparation of
instructional materials, parent conferences, administrative conferences, and to fulfill
school related responsibilities.  Teachers are not to use conference periods to conduct
personal business except in case of extreme emergencies.  Extreme emergencies shall
be determined by the principal.
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Daily Schedule: All faculty members are to be at school ten (10) minutes prior to the
opening of school.

All faculty members are expected to remain on campus until 3:30 unless released by
administration.

On the days semester tests are given at the end of school, teachers are to stay on the
campus until all work is completed and they have checked out through their principals.

Duty: Teachers shall assist in the supervision of the buildings and grounds during the
lunch period, before school, in between classes, and sponsor and assist groups in
planned activities . Assignments of duties will be made by the principal, and will not
exceed 60 minutes a week  6-17-807 (g)

Finance: Turn in to the principal’s office each day all money that is collected from
students.  Never accept any money from a student without giving a receipt.

Food & Drink in Classrooms: No teacher, or any staff member, shall eat food of any
kind, chew gum, or drink beverages (excluding water) of any kind in the classroom
when students are present.

Keys: Keys needed by teachers are to be checked out at the principal's office and are
for the use only of the teacher to whom they are issued.  Teachers shall not have
duplicates made of keys to school locks, and in no case should a key be loaned to a
student.

Leaving School Grounds: Any teacher who leaves the school grounds during the
school day for any reason other than his/her scheduled lunch period shall follow the
established check-out procedure of his/her building.

Lesson Plans: Each teacher in grades K-12 will be required to have lesson plans or
unit plans available upon request by the administration.

Opening of School: Employees are notified as to the time at which they shall report to
work at the opening of school.  Unless specific notice is given them, all instructional
employees are expected to attend the workshop meetings, which are regularly
scheduled in advance of the opening of school.

11



Record Keeping: Attendance:  In the high school and middle school at the beginning
of every period during the day, the roll will be checked by the teacher in charge and
entered into the electronic gradebook.  Every teacher will be held strictly responsible for
the accuracy of the report.  This is the first responsibility and prime administrative duty
of every teacher.

Class Rolls:  There must be no shifting of responsibilities of teachers.  If a pupil is on the
roll of one teacher, that pupil must be accounted for by the teacher in charge of that roll.
Transfers from one roll to another roll must be made in the office.  Every teacher should
have in his/her possession, a roll of all the pupils under his/her supervision for each of
the periods during the day.  This roll should be kept up-to-date and complete at all
times.  Every pupil dropped from any roll or added to any rol must first obtain written
notice from the office.

Enrollment Slips:  Before allowing a new student to attend class, be sure that he/she
has an enrollment slip from the office.

Grade Books:  Every teacher will be required to keep pupils=grades in an online record
book for every pupil and subject.  Each teacher will be required to file each day a report
of attendance and any special cases of discipline.  Teachers shall have two days from
the final day of the nine weeks before report cards are entered into the computer.  Also,
at least two days are given teachers before parent visitation day is held.  Grades are to
be entered into the computer by TEACHERS ONLY.  Students should never be given
this all-important job.

Telephones: Teachers are not to use school business phones for personal calls except
in cases of extreme emergency.

LOCAL POLICY
Date Adopted:  May 27, 2004
Last Revised:  May 26, 2009

12



SECTION 3 -  TUTORING FOR PAY

To assure all students reasonable assistance without charge from their own teachers
and to avoid placing a teacher in a position where he may have a conflict of interest,
teachers will not be permitted to receive money for tutoring any student they have in
class or upon whose evaluation or assignments they will be called upon to advise.

A teacher may not tutor any student for pay during regular District working hours.

In all cases, teachers are requested to advise the appropriate principal of any tutoring
for pay undertaken.

LOCAL POLICY
Date Adopted: May 27, 2004
Last Revised:
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SECTION 3 -   PROFESSIONAL PERSONNEL RETIREMENT

Any teacher who has twenty years of teaching service or is at least 62 years of age will
be paid $40 per day for each unused day of sick leave when he/she retires.

LOCAL POLICY
Date Adopted: May 27, 2004
Last Revised:
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SECTION 3 -   EDITING, PUBLISHING, AND DISTRIBUTING
MATERIALS

The Board considers that the school District has proprietary rights to publications,
instructional materials, and devices prepared by District employees during their paid
work time.

Prior to anyone editing, publishing, or distributing handwritten, printed or duplicated
matter on school property at any time must get approval by the Superintendent.

A petition for any cause may not be circulated in any school without the approval of the
Superintendent.

LOCAL POLICY
Date Adopted:  May 27, 2004
Last Revised:
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SECTION 3 -   SOLICITORS AND SOLICITATIONS

Salesman and solicitors desiring to visit school shall secure permission at the office of
the Superintendent or Principal.

The Board of Education prohibits any employee of the School District from directly or
indirectly reaping personal profit or reward from the sale or purchase of goods or
services to students in the school District or to parents of such students, except as
provided by law.

The selling of merchandise - soliciting funds for non-school related activities at school in
the Star City School District must be approved in advance by the Superintendent.  Food
items sold to raise funds for school activities and activities approved by the board must
be prepared in a place approved by a County, State, or Federal health agency.

LOCAL POLICY
Date Adopted:  May 27, 2004
Last Revised:
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SECTION 3 -  PURCHASING

1 There should be no check cashing, post-dated checks or loans from activity
funds.  Checks should never ever be made payable to cash!

2. Expenditures for activity funds should only be for activities that relate to the
purpose of the club/organization.  Student members shall not use funds of their
respective clubs/organization.  Student members shall not use funds of their
clubs/organizations to purchase gifts for the faculty, sponsor/or sponsors.
Expenditures from any activity fund requires the approval of the sponsor and the
majority of the club membership.

3. All purchases must have an itemized invoice/ticket to support them.  It is
recommended that checks be written to the business from which items were
purchased and not to the individual purchasing the item.  If a staff member
chooses to purchase items themselves and request reimbursement, these items
must be on  a separate original receipt  and attached to a completed and
approved  check request form.  Reimbursements will not be made for selected
items on a receipt that has mixed purchases.  Receipts must be itemized, listing
what the exact items are, and the cost.

4. A sponsor may charge items on account with various businesses/companies if
these criteria are met:

A. There is an activity account established for the organization with the office of the
superintendent.

B.   The club/organization has a cash balance sufficient to cover the amount of
the purchase.

C.   A purchase order is obtained.  The request for a purchase order should be made
at least one day before it is needed.  A requisition form is appropriate to use for
the request of a purchase order.

When the sponsor purchases items locally he/she should:

1. Take the purchase order to the sales person.
2. Sign the charge ticket.
3. List the school and activity on the ticket.
4. Make sure that the purchase made has been itemized on the invoice.

17



If the sponsor takes these steps, the invoice usually comes to the office properly
identified and there is no problem charging the proper club for the purchase.  Without
these steps; bills may come to the office without any identification as to which
organization or person charged on the account.  All merchants have been notified that
persons representing school organizations must have a purchase order and sign the
charge ticket.  No sponsor or member of an activity will be permitted to charge or spend
money for projects unless there is an account and a balance on deposit for the activity.
A purchase order is required for phone orders--DO NOT place an order with a company
over the phone.  If this procedure is not followed, your purchase is unauthorized and
you will be personally liable for it.

5 Never use activity cash to make payments.  All payments that are school related
must be made through proper district procedure.  Any school employee who is
Hired for extra work (cafeteria worker for special occasions, custodian for extra
clean-up, maintenance worker for fix-up, etc) must be paid through the regular
payroll system and have deductions withheld.  The club will then be billed by the
finance office for the labor and fringe benefits expense.  Employees must be
paid their regular hourly rate.  They must also be paid through the district payroll
system in order to be covered by workman’s compensation in the event of any
accident.

6. When individual students, whole classes, or clubs attend plays, museums, zoos,
etc., any admission fees should be deposited and a check written from the
activity account for the admission.  A receipt from the vendor/agency will be
obtained by the teacher or sponsor.

7. Payments to anyone that is not a school employee hired to provide a service
(not a purchase of an item) must complete a W-9.  The sponsor must give the
individual/business a Form W-9, request for taxpayer identification number and
certification , to complete.  The sponsor should forward the Form W-9, an invoice
from the individual/business for their services, and a check request form to the
central office so that the activity account will be billed by the finance office for
the service.  It is the sponsor’s responsibility to make sure that a Form W-9,
invoice, and a check request form has been completed and sent to the principal
so that a check can be processed by the Finance office in a timely manner.
Some examples of services that would fall under this category would be:
(1)  D.J. for dance (2) Speakers (3) Entertainers (4) Cleaning Services.

18



SECTION 7 -  WORKER’S COMPENSATION

Certified personnel are covered for work related injuries or illnesses by the Arkansas
Workman’s Compensation Law.  All injuries, illnesses or accidents should be reported to
an employee’s supervisor immediately.  If an employee has a claim, it is necessary to
file the required form and reports in the superintendent’s office immediately after
injury/illness.

LOCAL POLICY
Date Adopted: July 6, 2004
Last Revised:
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SECTION 7 -  INVENTORY

An annual inventory shall be reported to the principal’s by the faculty members.  This
inventory will include all items valued at $1000 and up.

Equipment will not be moved from one place to another without permission from the
building principal.  Once approval is given, appropriate procedure must be followed for
the transfer of equipment.

LOCAL POLICY
Date Adopted: July 6, 2004
Last Revised:
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SECTION 7 - COMPLIMENTARY PASSES

It shall be the policy of the School Board that:

Complimentary passes to all home athletic events shall be given to each board member
and his/her spouse and to all full-time employees of the district.  This pass is for the
employee and spouse only and does not include children.

Passes shall also be give to the timekeepers, scorekeepers, and members of the press.
The Superintendent, at his/her discretion, may give a limited number of passes to
patrons of the district in recognition of distinguished service to the school.

LOCAL POLICY
Date Adopted: July 6, 2004
Last Revised:
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SECTION 7 -  SALARY

Additional Preparation. Employees who complete an advanced degree or a
designated number of credit hours shall receive an additional salary increment.  Proper
credentials must be filed with the Superintendent of Schools.  Any credentials filed after
August 15 will increase salary the next school year.

Time of Salary Payment. The wages and/or salary of an employee shall begin at the
time he reports for duty.  The wages or salary shall be paid monthly on such calendar
dates as are established by the Board of Education.

Certified personnel will be required to refund salaries paid in excess of amount due at
the time of teacher’s resignation.

Salaried employees will be paid in twelve (12) equal monthly payments.

Wages or salary shall be paid on the 20th of each month.  If the 20th falls on a Saturday
or a Sunday, the payroll shall be paid on the preceding Friday.

Employees who begin work in September will receive a check on the 20th of each
month, beginning in August will receive a check on the 20th of each month, beginning in
August and concluding with separate checks the first work day in June and June 20.  No
employee will receive a final check, until all debts due the school have cleared and
duties have been completed.

No loans or advances will be made from district or activity funds.

All legal expense incurred by the school district for processing garnishments,
bankruptcies, etc., for an employee will be deducted from the employee’s salary.

LOCAL POLICY
Date Adopted: July 6, 2004
Last Revised:  July 28, 2009
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SECTION 7 -  SALARY DEDUCTIONS
Salary deductions which are considered statutory shall be deducted in accordance with
applicable laws and regulations.  The Board of Education may authorize voluntary
deductions.  Certified personnel shall sign a form authorizing all voluntary continuous
payroll deductions and verifying knowledge of all board regulations governing these
deductions.

COMPULSORY DEDUCTIONS -- adjusted as required by law:

1. State Income Tax - deducted monthly
2. Federal Income Tax - deducted monthly
3. Teacher Retirement - deducted monthly (unless non-contributory)
4. Social Security - deducted monthly

PAYROLL DEDUCTIONS
A withholding authorization may be authorized or cancelled only by filing a written
request with the payroll clerk.  If the request for cancellation meets the requirements of
regulations governing the deduction it will be cancelled

The head of the local professional organization agrees to provide the payroll clerk by
September of each year the name and address of the professional organization to
which dues are to be transmitted, the amount of the dues to be deducted, and a list of
those individuals who have authorized continuing payroll deductions.  The school district
shall transmit dues upon deduction to the proper professional organization.

State health and life insurance.  Group insurance shall be made available to all teachers
through the Public School Employees Insurance Program.  The state provides for a
basic health, life and accidental health insurance policy for all certified personnel who
desire such coverage.  The cost of the plans vary based on the state’s contribution and
coverage desired.  Personnel who are employed during the school year may join the
program by making application within 30 days of the date of employment.  All personnel
who are first time employees to the district will be given an opportunity to join the
program at the time they are hired.  Personnel who
transfer to the district and are members of the program must notify the central office to
ensure who transfer to the district and are members of the program must notify the
central office to ensure continuous coverage.

Insurance coverage for a retiring employee shall cease to be in effect on the last day of
the month following the month that the employee completed their contract.
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Tax annuity- Tax annuity deductions are available for personnel.  The fringe benefit
furnished by the district may not be used for this purpose due to tax regulations.  Tax
annuity services are available from specified companies via payroll deduction.

24



Section 7 -  VACATION

Employees contracted for 245 days or greater than 245 days will have 10 days of paid
vacation per fiscal year.  Vacation days will be posted on every July 1 after the first year
of employment.

LOCAL POLICY
Date Adopted:  July 6, 2004
Last Revised:
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SECTION 7 - SECTION 125

The school district has implemented a Section 125 program for all eligible employees.
This program enables the employee to exempt from taxable income the following kinds
of expenses:

BC/BS medical premiums

Group life premiums

Dental insurance premiums

Cancer insurance premiums

Day care expenses

Medical expenses (un-reimbursed by insurance)

Participation in the Section 125 program is optional.  Participation will not affect future
teacher retirement benefits, but may reduce total social security benefits at retirement.

Date Adopted:  July 6, 2004
Revised: May, 1988
Legal References: AR Stat, Ann, 80-1234, 80-1333, 80-1443
AR Stat, Ann, 80-1234, 80-1333, 80-1443
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SECTION 8 -  CONTRACT - RETURN
Non-certified employees contracts will normally be acted upon at the last meeting in
April.  All offers to renew contracts will expire if not signed and returned to the
Superintendent’s office within ten (10) days from the date of the receipt of his/her
contract.

LOCAL POLICY
Date Adopted:  January 27, 2004
Last Revised:
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SECTION 8 -  RESIGNATION

An employee desiring to terminate his/her employment is requested to submit a written
resignation at least two (2) weeks in advance, setting forth his/her reasons for resigning.

LOCAL POLICY
Date Adopted: January 27, 2004
Last Revised:
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SECTION 8 -  CLASSIFIED PERSONNEL RETIREMENT

Any Classified Personnel who has twenty (20) years of service or at least 62 years of
age will be paid $40  per day for each unused day of sick leave when he/she retires.

LOCAL POLICY
Date Adopted:  April 28, 2011
Last Revised:
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SECTION 8 -  PROFESSIONAL OBLIGATIONS

Chaperone Duty: Employees may be sent as a chaperone on a school trip if
the principal deems it necessary at no cost to the employee.

Duty: Employees shall assist in the supervision of the buildings
and grounds during the lunch period, before school, and in
between classes. Assignments of duty will be made by the
principal.

Food and Drink in No employee shall eat food of any kind, chew gum, or drink
the classrooms: beverages (excluding water) of any kind in the classroom

when students are present.

Keys: Keys needed by employees are to be checked out at the
principal’s office and are for the use only of that employee to
whom they are issued. Employees may not have duplicates
made of keys to school locks, and in no case should school
keys be loaned to a student.

Opening of Schools: Employees are notified as to the time at which they shall
report to work at the opening of school. Unless specific
notice is given them, all employees are expected to attend
the opening workshop meeting, which is regularly scheduled
in advance of the opening of school.

Telephones: Employees are not to use school business phones for
personal calls except in cases of extreme emergencies.

LOCAL POLICY:
Date Adopted: January 27, 2004
Last Revised:
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SECTION 8 - CLASSIFIED EMPLOYEE BEREAVEMENT LEAVE POLICY

Classified Employees shall be allowed each year, in addition to sick leave, a maximum
of five (5) absences at full pay for funeral attendance and legal business related to the
funeral, when the immediate family (state definition) is involved.  Should additional time
be needed, it is to be subtracted from sick leave.

Immediate family is defined, according to state law, as the employee’s spouse, children,
parents, and any other relatives living in the same household.

The District’s policy for bereavement shall also include as family the employee’s and
spouse’s grandparents, grandchildren, brothers, sisters, mothers-in-law and
fathers-in-law.  In this case classified employees may employ this extended definition of
family for a maximum of two (2) absences at full pay for funeral attendance and legal
business related to the funeral. This  policy shall also include aunts and uncles.

Said bereavement leave may not be accumulated, and the annual maximum leave for
bereavement is five (5) days.

Documentation (program or obituary) will be required.

LOCAL POLICY
Date Approved: November 25, 2013
Last Revised: March 31, 2015
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SECTION 8 - CATASTROPHIC SICK LEAVE (Classified)

Catastrophic sick leave is set up to help classified employees in a catastrophic situation. 
Catastrophic illness or injury, for the purpose of the policy, has been defined as a serious illness,
injury, or disease that has a permanent or detrimental effect on the body and/or leaves a
permanent injury.  A severe illness has an effect on the general health or continuance of the life
of the person affected and is a life-altering medical situation.  It does not mean temporary
physical disturbances or ailments speedily and entirely recoverable from that interfere materially
in the pursuit of one’s vocation or produce no permanent effect.  Normal pregnancy, elective
surgery, non-emergency surgery, cosmetic surgery, and/or correctional surgery, which in the
opinion of medical experts can be performed during the summer months, shall not qualify.    A
Licensed employee may be eligible for up to twenty (20) days of catastrophic sick leave with a
reduction of classified substitute daily rate per day.

ELIGIBILITY

1. A classified employee must exhaust all accumulated sick leave, current sick
leave, and personal days before requesting catastrophic sick leave.

2. A classified employee must complete an application and provide medical
documentation to the administration office.

ADMINISTRATION

1. The Personnel Policy Committee shall oversee the administration of Catastrophic
Sick Leave.

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

3. The district central office will remove names from the application before the
paperwork is handed over to the Personnel Policy Committee.

LOCAL POLICY
Date Adopted: August 27, 2013
Last Revised:
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STAR CITY SCHOOL DISTRICT
Catastrophic Sick Leave Request

TO BE COMPLETED BY PHYSICIAN

_________________________________ _______________________
Physician’s Name (Please Print) Clinic/Hospital Name

_________________________________ _______________________
Address Phone Number

____________________________________________________________
City State Zip

Medical Diagnosis: ____________________________________________

____________________________________________________________

Prognosis:___________________________________________________

Treatment
Plan:________________________________________________________
____________________________________________________________

Comments:__________________________________________________
____________________________________________________________
__________________________________ __________________
Physician's Signature(no rubber stamp please) Date
PLEASE RETURN TO PATIENT FOR SUBMISSION WITH THE
CATASTROPHIC SICK LEAVE REQUEST APPLICATION.

LOCAL POLICY
Date Adopted: August 27, 2013
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STAR CITY SCHOOL DISTRICT
400 East Arkansas Avenue, Star City, AR  71667

CATASTROPHIC SICK LEAVE REQUEST APPLICATION

Date of Request:_______________________________________________________

Licensed Employee Name:_______________________________________________
First Middle Last

Address______________________________________________________________
Street City State Zip

Social Security #:_______________________Phone__________________________

Number of Days Requested:______________(20 days maximum)

Nature of Catastrophic Situation:_________________________________________

_____________________________________________________________________

I hereby authorize the Star City School District to release information from my
personnel file regarding my medical history, doctor’s records and/or letter, and
use of sick leave in order that the Personnel Policy Committee can determine if I
am eligible for Catastrophic Sick Leave.  I understand that Catastrophic “Sick
Leave Policy and the Personnel Policy Committee decision is final.

___________________________________ __________________________
Employee Signature Date
______________________________________________________________________
OFFICE USE ONLY
Request Approved_____Yes_____No     _______________________     __________

Signature of Chairperson        Dated
Comments:____________________________________________________________
Number of days approved:_______________Unanimous    or:          __________For

LOCAL POLICY
Date Adopted: August 27, 2013
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