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FOREWORD 
 

The purpose of this pamphlet is to state policies of the White Hall School District in a concise, 

concrete way so that a mutual understanding of the educational philosophy involved will be 

common ground on which directors, administrators, employees, and the patrons can work for the 

best interest of the pupils. These policies are not static but will be modified as the ever-changing 

needs of the district dictate. 

 

 

 

PREAMBLE 

 

 

In conformity with the functions as a state agent, as defined by the State Legislature pursuant to 

the provisions of the State Constitution, the purpose of the Board of Directors shall be to provide 

education of the highest feasible character for the residents of this district, in accordance with their 

ability and willingness to pay taxes, and in the basic interest of the people of the entire state. 

 

In expressing its broad legal powers over the scope and character of education of this district, the 

board believes that the educational program provided should adequately care for the development 

of skills in the tools of learning and the arts of communications; the instilling of understanding of 

the world as it is and man's efforts to achieve mastery over his own destiny; the strengthening in 

each young person of his intellectual powers to cope with his environment and serve with his 

fellow citizens; the development of skills and understanding that contribute to successful home 

life; the development of skills and understandings making for successful and creative citizenship 

in community, state, and nation; and the development of understandings and skills making for 

economic self-reliance and for prudent use of money; and the schooling of emotions and habits of 

dealing with others to strengthen personality and character. 
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WHITE HALL SCHOOL DISTRICT 

 

GOALS AND OBJECTIVES 

 

 

The primary purposes for the employment of personnel in the White Hall School District include 

the following: 

 

1. To provide a school atmosphere that is conducive to developing each student to his/her fullest 

potential i.e., to base the educational program on the needs of the student with a program which 

acknowledges individual differences and provides opportunities for each student to develop 

his/her physical, emotional, mental and social capabilities to their maximum. 

 

2. To provide a sound educational program for all groups, stressing basic subject matter areas, 

through innovative programs, extension courses, and special education courses on all levels. 

 

3. To provide opportunity for the student to study the culture and heritage of American 

Democracy, in its attainments and appreciation of the privileges and duties of citizenship. 

 

4. To help each student achieve his/her own vocational and career objectives; to help become 

informed as a consumer and develop basic economic understanding, all consistent with the 

resources of the school community. 

 

5. To continue development of a respect of the rules of health and safety. 

 

6. To help each student develop and cherish high moral, ethical, and aesthetic values, and to foster 

an appreciation of the fine arts. 

 

7. To encourage creativity. 

 

8. To provide educational leadership for the community, specifically in such areas as summer 

programs, and adult education; to work with supplementary educational agencies such as 

churches, Chamber of Commerce, and the school-community recreation program. 
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WHITE HALL SCHOOL DISTRICT 

 

EDUCATIONAL PHILOSOPHY 

 

The White Hall School District exists to serve the needs and interests of each student by providing 

a quality educational program consisting of curricular and extracurricular activities designed to 

enhance the strength of this great nation by exerting continuous efforts toward the improvement 

and enrichment of the quality of life. 

 

The school district will promote the development of an understanding of the world and inculcate 

in students a loyalty to the values of a free society. Also, the district will continue to stress the 

universal human heritage, stimulate and promote ethical and physical development, encourage 

creative thinking, and contribute to the appreciation and advancement of the arts and sciences. 

 

EDUCATIONAL GOALS 
 

Through the educational program, all schools within the district will support each individual 

student's efforts: 
 

1. To achieve mastery of basic competency skills in reading and communication, 

mathematics, and problem solving. 
 

2. To develop intellectually through the acquisition of independent learning skills including 

critical and creative thinking, decision-making, and the use of the scientific method to 

facilitate life-long learning. 
 

3. To become economically self-reliant by developing respect for the dignity of work, to 

acquire job-entry skills, and to develop an understanding of the management of time, 

money, and personal resources. 
 

4. To identify and clarify ethical, moral, and spiritual values necessary for becoming a 

responsible citizen while also developing a positive self-concept and wholesome living 

skills. 
 

5. To develop and maintain good physical and mental health including the ability to plan 

creatively for the positive use of leisure time. 
 

6. To develop an understanding of our political and democratic heritage and to acquire a sense 

of responsibility to the American democracy. 
 

7. To develop respect for and an understanding of other races, religions, nations, and cultures. 
 

8. To strengthen capabilities, recognize self-limitations, and develop insights into the unity 

and interrelatedness of knowledge. 
 

9. To develop personal capabilities which will enable active participation in the transition 

from an industrialized society to a post-industrialized service information age. 
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ASSIGNMENT OF DUTIES AND RESPONSIBILITIES 

 

PRINCIPALS - Each principal, under the direction of the superintendent, shall direct and 

supervise the instructional program and shall lead in the development of curricular courses of 

study, programs of extra-curricular activities, and other instructional devices consistent with the 

policies adopted by the Board of Directors.  Specific responsibilities shall be: 

 

1. To direct, supervise, and evaluate the total instructional program at their respective school. 

 

2. To direct, supervise, and accurately and honestly evaluate the work of all assigned 

personnel and report results of findings to the superintendent prior to contract renewal. 

 

To supervise the operation and maintenance of the buildings, grounds and other school 

property assigned to their care. 

 

To implement within their school all policies and regulations set forth by the Board of Directors 

and the central administrative office personnel. 

 

5. To work cooperatively with the superintendent in carrying out their assigned duties and 

responsibilities. 

 

6. To coordinate and correlate the activities of their school with the activities of other schools 

in the system. 

 

7. To be responsible for all pupils during school hours. (This means that no child is to be 

released from school during school hours to anyone other than through personal contact 

with his/her parent or legal guardian.) 

 

8. To perform other duties as assigned by the superintendent and approved by the Board of 

Directors. 

 

9. To be responsible for determining the eligibility status of all students participating in their 

athletic programs. 

 

10. To compile and report maintenance requests. 

 

11. To keep an accurate record of all complaints, registered by parents and district patrons 

during each school year involving classified staff, substitute teachers, and bus drivers. 
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ASSISTANT PRINCIPAL: To assist the principal in all areas of school administration, to be 

responsible for the operation of the school in the absence of the principal, and to carry out the 

following and other duties assigned by the principal: 

 

1. To handle student disciplinary matters. 

 

2. To administer student attendance/absentee policies. 

 

3. To assist in coordinating student activities program. 

 

4. To administer student locker program. 

 

5. To monitor facilities and grounds for fire and maintenance problems. 

 

6. To supervise all emergency evacuation and safety programs. 

 

7. To assist with textbook selection, distribution, and collection. 

 

8. To prepare reports as needed. 

 

9. To maintain an accurate and complete record system. 

 

10. To accept responsibility for continued professional growth through reading and study of 

professional materials, attending and/or participating in meetings, workshops, and 

conferences. 

 

11. To perform other duties as assigned by the principal. 

 

12. To assist with the supervision of all extra-curricular, after school activities. 
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SUBSTITUTE TEACHER: JOB DESCRIPTION 

 

A. The goal of the substitute teacher is to enable each student to pursue his/her education as 

smoothly and completely as possible in the absence of the regular teacher. 

 

B. The substitute teacher’s performance responsibilities are as follows: 
 

 1. Reports to the principal upon arrival fifteen (15) minutes before the official school 

opening and remain for fifteen (15) minutes after the school day concludes. 
 

 2. Reviews with the principal all plans and schedules to be followed during the teaching 

day. 
 

 3. Assumes responsibility for overseeing student behavior in class and during lunch, 

recess, and activity periods. 
 

 4. Writes a note about work completed at the end of each teaching day, and leaves it for 

the regular classroom teacher. 
 

 5. Remains in the assigned classroom until the official school closing. 
 

 6. Reports to the building principal at the conclusion of the teaching day and verifies 

whether or not his services will be required on the next teaching day. 
 

 7. Performs all the extra duties assigned to the regular teacher. 

 

 

Legal References:    Standards for Accreditation of Arkansas Public Schools, 1993.   

         (NSBA: GBBA) 
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SUBSTITUTE TEACHERS 

 

The Board of Directors adopts the following policy in regard to substitute teachers: 

 

REVIEW AND APPROVAL:  All persons seeking to be employed by the White Hall School 

District as substitute and temporary teachers during each school term must: 

 

1. Have a high school diploma. 

 

2. Meet the Arkansas Department of Education regulations for substitute and temporary 

teachers. 

 

3. Submit a completed application form each year to the assistant superintendent. 

 

4. Sign a Blanket Certification form in the assistant superintendent's office each year prior 

to employment. 

 

5. Attend and participate in the professional development program during the pre-school 

conferences at one of the district schools by attending the appropriate sessions. 

 

6. Receive approval to substitute teach from the administrative staff and the Board of 

Directors. 

 

All persons who submit a completed application form after the August Board meeting each year 

will not be eligible for employment as a substitute until: 

 

1. Applicants have received proper orientation and have been interviewed by an 

appropriate district principal. 

 

2. Receive approval to substitute teach from the administrative staff and the Board of 

Directors prior to employment. 

 

REQUIREMENTS AND SALARY - The Board recognizes that pay for substitute teachers will 

have to be adjusted periodically. Therefore, these adjustments will be made at their discretion and 

on recommendation of the administration. 

 

EMPLOYMENT OF SUBSTITUTES - The Board authorizes the superintendent, assistant 

superintendent and the principal of the school in need of a substitute teacher to select and employ 

a teacher, on a substitute basis, for a period of up to six (6) weeks. Extension of the six (6) weeks' 

employment of the substitute must be approved by the Board of Directors. 

 

BLANKET CERTIFICATION OF SUBSTITUTE AND TEMPORARY TEACHERS - The 

Arkansas State Board of Education provides for the annual approval, by the Coordinator of 

Teacher Education and Licensure, Arkansas Department of Education, of blanket certification of 

substitute and temporary teachers. Districts which have occasion to employ such teachers, must  
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submit a list of names in order to ensure that the persons so employed can be made eligible to 

receive payment from teacher salary funds. 

 

This blanket certificate is to be used for substitute and temporary teachers only. A substitute 

teacher is defined as the person who takes the place of a contracted certified teacher on a short-term 

or long-term basis. A temporary teacher is a person who is hired when there is not a certified 

teacher under contract for the position. 

 

REGULATIONS FOR SUBSTITUTE AND TEMPORARY TEACHERS - Since it is sometimes 

necessary to utilize the services of substitute personnel, districts should try to select competent 

individuals to whom will be entrusted the instructional responsibilities of the school. In fact, as 

much care should be given to the recruitment, selection, and utilization of those who will be used 

as substitutes or temporary teachers as is given to certified personnel. 

 

The following guidelines for hiring by progressing from one down as necessary will be used. Hire 

a person whom: 

 

1. Is fully certified for the position for which he/she is employed. 

 

2. Is certified in another field. 

 

3. Has held a certificate in the past. 

 

4. Has a degree in something other than education. 

 

5. Has attended college. 

 

6. Has personal qualifications which make him/her appropriate for the position. 

 

The following guidelines for utilization of personnel will be used: 

 

A substitute teacher should not be used for more than forty-five (45) consecutive days in the same 

position unless an emergency situation prevails, at which time permission may be granted for a 

total of ninety (90) days by the Arkansas State Department of Education. 

 

A temporary teacher should not be used for more than forty-five (45) consecutive days in the same 

position unless he/she is fully certified for that position. If an emergency situation should arise, 

permission may be granted for a total of ninety (90) days by the Arkansas State Department of 

Education. 

 

When necessary and possible to employ a certified substitute teacher for an extended period of ten 

(10) days or more, the person will be paid the equivalent amount of a first year teacher’s salary 

computed on a 190 day contract retroactive to and including the first day of actual work. 
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POLICY REFERRAL TO BOARD OF DIRECTORS 

 

It shall be the policy of the White Hall School District that all requests for the review, addition, or 

deletion of school board policies must be presented to the superintendent three (3) working days 

prior to a regularly scheduled monthly meeting of the Board of Directors. Prior to the next 

scheduled monthly meeting of the Board of Directors, the board president and the superintendent 

will assess the merits of each policy investigation request. If the request is determined to be 

warranted, the board president will instruct the chairman of the board policy committee to review 

and study the provisions of the policy or issue in question, with the board policy committee, and 

submit a recommendation at the following board meeting which will be voted upon at the next 

subsequent board meeting. 

 

If the policy review request is denied, the request may be submitted by a board member for 

consideration for a vote directing review by the board policy committee from a majority of a 

quorum of the membership of the Board of Directors. 

 

PERSONNEL: EMPLOYMENT 
 

All prospective employees must fill out an application form provided by the District, in addition to any 

resume provided, all of which information is to be placed in the personnel file of those employed. 
 

If the employee provides false or misleading information, or if he/she withholds information to the same 

effect, it may be grounds for dismissal. 
 

The White Hall School District is an equal opportunity employer and shall not discriminate on the grounds 

of      race, color, religion, national origin, sex, age, or disability. 
 

PERSONNEL: EQUAL OPPORTUNITY EMPLOYMENT 

 

1. GENERAL 
 

The White Hall School District Board of Education shall conduct the school system on a 

nondiscriminatory and non-segregated basis.  In the employment of personnel, the board will not 

discriminate against any employee or applicant for employment because of race, religion, color, 

sex, national origin, handicap or age. 
 

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

No person in the school district 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. 
 

3. TITLE IX. SECTION 901. OF THE EDUCATION AMENDMENT OF 1972. 
 

It is the policy of the school district not to discriminate on the basis of sex in its educational 

programs, Activities, or employment policies as required by Title IX of the 1972 Educational 

Amendments.  Inquiries regarding compliance with Title IX may be directed to the counselor’s 

office or the Director of the Office for Civil Rights, Department of Education, Washington, D.C.  

The Title IX Committee of the school district will meet at least once a year. 
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4. SECTION 504 OF THE REHABILITATION ACT OF 1973. 
 

  No otherwise qualified handicapped individual in the school district shall, solely because of 

handicap, be excluded from the participation in, be denied the benefit of, or subject to 

discrimination under any program or activity. 

 

5. EQUITY COORDINATOR 
 

  The superintendent of schools will recommend a person to be appointed as Equity 

Coordinator at the beginning of each school year.  The name, address, and telephone 

number(s) of this person shall be provided to all employees and shall be posted in each office 

in the district. 
 

Legal References: Title IX of the Education Amendments of 1972;  

   Title VI, Section 601 of the Civil Rights Act of 1964;  

   Section 504 of the Rehabilitation Act of 1973;  

   Act 962 of 1993; Act 988 of 1993. (NSBA:   GAAA) 
 

CLASSIFIED PERSONNEL: ASSIGNMENT OF TEACHER AIDES 

 

The assignment of teacher aides shall be made by the Superintendent, district administrators, and the 

building principal. Changes in the assignments may be made as necessary due to changes in the student 

population, teacher changes, and to best meet the educational needs of the students. 

Legal Reference: A.C.A. § 6-17-201 
 

DRUG TESTING 
 

Scope of Policy 
 

Each person hired for a position which allows or requires that the employee operate any type of motor 

vehicle which is privately owned and operated for compensation, or which is owned, leased or otherwise 

operated by, or for the benefit of the District, and is operated for the transportation of children to or from 

school or school sponsored activity shall undergo a physical examination, including a drug test.  

 
 

Methods of Testing 
 

The collection, testing methods and standards shall be determined by the agency or other medical organizations chosen 

by the School Board to conduct the collection and testing of samples. The drug and alcohol testing is to be conducted 

by a laboratory certified pursuant to the most recent guidelines issued by the United States Department of Health and 

Human Services for such facilities. (“Mandatory Guidelines for Federal Workplace Drug Testing Programs”). 
 

Definition 
 

Safety sensitive function includes: 
 

a) All time spent inspecting, servicing, and/or preparing the vehicle; 

b) All time spent driving the vehicle; 

c) All time spent loading or unloading the vehicle or supervising the loading or unloading of the 

vehicle; and 

d) All time spent repairing, obtaining assistance, or remaining in attendance upon a disabled vehicle. 
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Requirements 
 

Employees shall be drug and alcohol free from the time the employee is required to be ready to work until the 

employee is relieved from the responsibility for performing work and/or any time they are performing a safety-

sensitive function. In addition to the testing required as an initial condition of employment, employees shall submit to 

subsequent drug tests as required by law and/or regulation. Subsequent testing includes, and/or is triggered by, but is 

not limited to: 
 

a) Random tests;  

b) Testing in conjunction with an accident;  

c) Receiving a citation for a moving traffic violation; and  

d) Reasonable suspicion.  
 

Prohibitions 
 

a) No driver shall report for duty or remain on duty requiring the performance of safety-sensitive   

functions while having an alcohol concentration of 0.04 or greater; 

b) No driver shall use alcohol while performing safety-sensitive functions; 

c) No driver shall perform safety-sensitive functions within four (4) hours after using alcohol; 

d) No driver required to take a post-accident alcohol test shall use alcohol for eight (8) hours following 

the accident or until he/she undergoes a post-accident alcohol test;  

e) No driver shall refuse to submit to an alcohol or drug test in conjunction with a, b, c, and/or d above; 

f) No driver shall report for duty or remain on duty requiring the performance of safety-sensitive 

functions when using any controlled substance, except when used pursuant to the instructions of a 

licensed medical practitioner, knowledgeable of the driver’s job responsibilities, who has advised 

the driver that the substance will not adversely affect the driver’s ability to safely operate his/her 

vehicle. It is the employee’s responsibility to inform his/her supervisor of the employee’s use of 

such medication; 

g) No driver shall report for duty, remain on duty, or perform a safety-sensitive function if the driver 

tests positive or has adulterated or substituted a test specimen for controlled substances. 
 

Violation of any of these prohibitions may lead to disciplinary action being taken against the employee, which could 

include termination or non-renewal. 
 

Testing for Cause 
 

Drivers involved in an accident in which there is a loss of another person’s life shall be tested for alcohol and controlled 

substances as soon as practicable following the accident. Drivers shall also be tested for alcohol within eight (8) hours 

and for controlled substances within thirty two (32) hours following an accident for which they receive a citation for 

a moving traffic violation if the accident involved: 1) bodily injury to any person who, as a result of the injury, 

immediately receives medical treatment away from the scene of the accident, or 2) one or more motor vehicles incurs 

disabling damage as a result of the accident requiring the motor vehicle to be transported away from the scene by a 

tow truck or other motor vehicle.  

 

Refusal to Submit 
 

Refusal to submit to an alcohol or controlled substance test means that the driver: 
a) Failed to appear for any test within a reasonable period of time as determined by the employer consistent 

with applicable Department of Transportation agency regulation; 

b) Failed to remain at the testing site until the testing process was completed; 



13 

 

c) Failed to provide a urine specimen for any required drug test; 

d) Failed to provide a sufficient amount of urine without an adequate medical reason for the failure; 

e) Failed to undergo a medical examination as directed by the Medical Review Officer as part of the 

verification process for the previous listed reason;  

f) Failed or declined to submit to a second test that the employer or collector has directed the driver 

to take; 

g) Failed to cooperate with any of the testing process; and/or 

h) Adulterated or substituted a test result as reported by the Medical Review Officer. 
 

Consequences for Violations 
 

Drivers who engage in any conduct prohibited by this policy, who refuse to take a required drug or alcohol test, or 

who exceed the acceptable limits for the respective tests shall no longer be allowed to perform safety sensitive 

functions. Actions regarding their continued employment shall be taken in relation to their inability to perform these 

functions and could include termination or non-renewal of their contract of employment. 

 

Drivers who exhibit signs of violating the prohibitions of this policy relating to alcohol or controlled substances shall 

not be allowed to perform or continue to perform safety-sensitive functions if they exhibit those signs during, just 

preceding, or just after the period of the work day that the driver is required to be in compliance with the provisions 

of this policy. This action shall be based on specific, contemporaneous, observations concerning the behavior, speech, 

or body odors of the driver. The Superintendent or his/her designee shall require the driver to submit to “reasonable 

suspicion” tests for alcohol and controlled substances. The direction to submit to such tests must be made just before, 

just after, or during the time the driver is performing safety-sensitive functions. If circumstances prohibit the testing 

of the driver the Superintendent or his/her designee shall remove the driver from reporting for, or remaining on, duty 

for a minimum of 24 hours from the time the observation was made triggering the driver’s removal from duty. 
 

If the result for an alcohol test administered to a driver is equal to or greater than 0.02, but less than 0.04, 

the driver shall be prohibited from performing safety-sensitive functions for a period not less than 24 hours 

from the time the test was administered. Unless the loss of duty time triggers other employment 

consequence policies, no further other action against the driver is authorized by this policy for test results 

showing an alcohol concentration of less than 0.04. 
 

All drivers shall be given a copy of the procedures used in the testing for drugs and alcohol, the district’s 

drug policy containing test administration procedures, and the name of the district’s designee to answer 

questions about the materials given regarding drug and alcohol testing. 
 

District employees will receive information pertaining to the effects of alcohol and controlled substance 

use on an individual’s health, work, and personal life; signs and symptoms of an alcohol or a controlled 

substances problem; and available methods of intervening when an alcohol or a controlled substances 

problem is suspected.  Drivers shall sign an acknowledgement that they have received all of the information 

contained in this policy.  

 

The drivers covered under this policy are those who are required to have a teaching license as a prerequisite 

for their job.  Federal law requires the district to remove them from safety-sensitive functions when a drug 

or alcohol related problem exists, but does not enter into the realm of dismissing them from their teaching 

duties. 
 
 

Legal Reference: A.C.A. § 6-19-108; 49 C.F.R. § 382-101 – 605; 49 C.F.R. § part 40 
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EVALUATION BY RELATIVES 
 

No person shall be employed in, or assigned to, a position which would require that he/she be evaluated by 

any relative, by blood or marriage, including spouse, parent, child, grandparent, grandchild, sibling, aunt, 

uncle, niece, nephew, or first cousin. 
 

EMPLOYMENT OF RELATIVES 
 

Work assignments will not be made whereby a direct supervisory relationship will exist between 

close blood relatives or husband and wife on the same school campus. 

 

PERSONNEL RECORDS 
 

The Board of Directors shall require complete and current personnel records on all employees. 
 

All information contained in an employee's records shall be considered confidential and shall not 

be transmitted to other persons or agencies without written approval by said employee, or as 

subpoenaed by legal authorities. 
 

It shall be the responsibility of each employee to ensure that his/her administration office and local 

school personnel files are complete and current in compliance with established board procedures. 

The personnel file of each employee shall be available for inspection and copying at the employee's 

expense. The employee may submit for inclusion in the file written response to information 

contained in the file. 
 

All teachers are required to have the following materials on file in the office of the superintendent 

of schools: 

1. A statement of health (tuberculosis test) as required by the Arkansas Department of 

Education regulations will be required only of newly hired public school employees prior 

to the beginning of the school year. 

2. Copy of official transcripts/certificates/trainings related to job position 

3. A signed W-4 form for deductions and Form AR 4EC for state withholdings. 

4. Other completed forms, which may be required by the district or state. 

 

ACCESS TO PERSONAL FILE 
 

All information on any employee, maintained in any office in the school district, may be examined 

by that employee at any time during school office hours. Transcripts, health certificates, teaching 

certificates, etc. are housed in the superintendent's office.  
 

A copy of the evaluation forms are housed in the principal's office and at the Administration Office. 
 

 

PERSONNEL POLICIES 
 

The board of education is required by law to establish personnel policies within the school district.  Said 

policies shall be filed, along with an affidavit signed by the president of the board, attesting compliance 

with state law requiring personnel policies to be on file with the state board of education. 
 

A personnel policy shall be defined as any policy to be followed by employees in carrying out the manner 

of their work as related to school personnel’s hours, salary, and other terms and conditions of employment.  
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The personnel policies committee may also develop and recommend to the board, policies on educational 

matters of mutual concern. Classroom teachers shall be defined to also include media specialists, 

counselors, and other non-supervisory certified personnel. 
 

The personnel policies committee (PPC) as outlined in this policy shall review the district's personnel 

policies. The purpose of any review shall be to update existing policies in order to bring them into 

compliance with changes in state and federal laws; changes in state department of education procedures, 

regulations, and policies; and amendments caused by changes within the school district or desired changes 

by either teachers and/or administrators in the school district’s policies, procedures, or benefits 
 

The board shall consider and adopt, reject, or refer back to the committee for further study and revisions 

any proposed policies or amendments that are submitted to the board for consideration not later than the 

next regular meeting of the board. 
 

Each classified employee of the district shall be given a copy of the district’s personnel policies manual in 

effect at the time of employment.  A personal copy of any amendments or additions to the personnel policies 

shall be furnished to each said employee within thirty (30) days after the approval of said amendments or 

additions by the board and the PPC. 
 

Classified employees will be provided a copy of all district policies applicable to them. 
 

In accordance with appropriate statute, the personnel policies of the district shall be considered to be 

incorporated as terms of the classified personnel contracts and shall be binding upon the classified personnel 

and the district.  Any changes or additions shall not be considered a part of the contract until the next fiscal 

year, except where a majority of classified employees vote by secret ballot to adopt the changes or additions 

before the next fiscal year. 
 

Legal References: Ark. Code 6-17-201 through 6-17-206; Act 56 of 1989; Act 479 of 1989;  

   Act 1187 of 1993; Act 931 of 1997; Act 1031 of 1997. (NSBA: GA) 

 

PERSONNEL POLICIES COMMITTEE (PPC) 
  

The district shall have a Personnel Policies Committee (PPC) consisting of no fewer than five (5) classified 

personnel and no more than three (3) administrators, one of which may be the superintendent or designee, 

provided that the  classified members shall by elected by a majority of the classified employees voting in 

the district by secret ballot.  The board recognizes the classified members of the PPC as representing the 

classified members of the district.  The board also agrees that the elected classified members together with 

the selected administrators shall constitute the personnel policies committee. 
 

The election of the classified employee members by the PPC may be conducted at any time, but no later 

than October 1 of the current year.  The election shall be solely and exclusively conducted by the classroom 

teacher members of the current PPC, including the printing, distribution, and tabulation of the ballots.  An 

election committee composed of the classified employee members of the past year’s PPC shall certify the 

results of the election and communicate in writing to the president of the board of education and the 

superintendent the names of the newly elected members of the committee. 
 

The PPC shall organize itself by October 1st of each school year, elect a chairperson, vice-chairperson, 

recording secretary, and a spokesperson, which may also be the chairperson, and develop a calendar of 

meetings.  Minutes of all committee meetings shall be promptly reported and distributed to the board of 

education and posted in the buildings of the district including administrative offices. 
 

Either the committee or the board of education may propose new personnel policies or amendments to 

existing policies, if the proposals by the board have been presented to the committee at regular or special 
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meetings of the committee at least ten (10) working days prior to presentation to the board.  The committee 

will hold a meeting within ten (10) working days of the school board request to present a school board 

proposal to the committee. 

 

The superintendent may recommend any changes in personnel policies to the board of education or to the 

personnel policies committee.  Such recommendations shall become proposals if adopted by either the 

board or the committee. 

 

The committee will present its proposed policies or amendments to existing policies to the Board of 

Education.  The chair of the committee or a member of the committee designated by the chair will have the 

opportunity to orally present the committee’s proposed policies of amendments to existing policies to the 

board of education. 

                                                                                                                                                        

After the presentation to the board, final action may be taken at the next regular board meeting. 

 

Policies adopted by the board during the term of any classified employees contract, but rejected by the PPC, 

may be referred back to the PPC for revision or may not be implemented by the board until the following 

July 1.  Policies may be implemented immediately by mutual consent. 

 

The Board of Education shall have the authority to adopt, reject or refer back to the committee on personnel 

policies for further study and revision any proposed policies or amendments to existing policies that are 

submitted to the board for consideration. 
 

Legal References: Ark. Code 6-17-201 through 6-17-206; Act 56 of 1989; Act 479 of 1989; Act 170  

of 1991; Act 1187 of 1993; Act 1260 of 1995; Act 1031 of 1997.   (NSBA: GAC) 

 

COMPENSATION GUIDES AND CONTRACTS 
 

The Board of Directors shall enter into official contracts of employment with classified personnel.  

The salaries of all personnel shall be in accordance with the board's salary schedule as determined 

by certification, experience, and/or any other criteria approved by the board in compliance with 

the laws of the state.   
 

The contract shall establish the term of employment and the amount of compensation to be 

received for services rendered.  Any change in employment status, term of employment or 

compensation shall require mutual agreement between the Board of Directors and the district 

employee; whereupon, a new contract will be executed or amended in accordance with the 

provisions of all applicable laws and statutes. 
 

A legal and official contract for services rendered shall be written and executed which forms a 

bond between the Board of Directors and each district employee.  All classified personnel will be 

notified of contract renewal or non-renewal following the March and April board meeting.  In any 

event, any member of the classified staff whose contract will not be renewed will be properly and 

officially notified prior to May 1 of that year. 
 

All contracts with classified personnel employed by the Board of Directors, except substitutes, 

shall be in writing and signed by duly elected officers of the board as provided by law. 

 

Substitute teachers shall be provided in the absence of regular personnel, and the board shall set 

the amount of pay. 
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CONTRACT RETURN 

 

An employee shall have thirty (30) days from the date of the receipt of his contract for the 

following school year in which to return the contract, signed, to the office of the Superintendent. 

The date of receipt of the contract shall be presumed to be the date of a cover memo which will be 

attached to the contract. 

 

Failure of an employee to return the signed contract to the office of the Superintendent within 

thirty (30) days of the receipt of the contract shall operate as a resignation by the employee. No 

further action on the part of the employee, the Superintendent, or the School Board shall be 

required in order to make the employee’s resignation final. 

 

Legal Reference: A.C.A. § 6-17-1506(c)(1) 

 

 

SUPPORT FROM THE BOARD 

 

The school board recognizes the student handbook and personnel policies as board policies and/or 

board-supported rules. Employees enforcing these policies and rules will have the full support of 

the board. 

 

SALARY SCHEDULE - AMOUNT OF PAYMENT 

 

Each member of the classified staff who is paid in accordance with the district's salary schedule 

shall be paid according to each individual's position on the salary scale. Various approved amounts 

will be paid for experience in education, for additional education hours, and for degrees. 

 

 

ELECTION OF PERSONNEL ANNUALLY 

 

The Board of Directors normally offers contractual employment to the superintendent in February, 

the assistant superintendents, the principals, and the assistant principals in March and all other 

classified personnel in April. 
 

 

HEALTH EXAMINATIONS 

 

The Board of Directors shall require, from every newly hired school employee, a certificate of 

health stating the employee is free from tuberculosis. Said certificate shall be dated not more than 

ninety (90) days prior to the date of its presentation at the beginning of the school year. The board 

may require employees to undergo health examinations when circumstances so warrant. 

 

EMPLOYEE HEALTH INSURANCE 

 

The district offers eligible employees individual and family health insurance coverage through the 

state insurance program. New employees must make application within thirty (30) days of 

beginning employment. Current employees may enroll October 1. 
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DENTAL INSURANCE 

 

The district offers eligible employees individual and family dental insurance coverage. The district 

will provide the employee portion of the premium and employees may elect to add family coverage 

and have payroll deduction for the additional premium. Application for coverage for new 

employees must be received within thirty (30) days of employment. Enrollment for current 

employees is closed. 

 

TAX SHELTERED ANNUITIES AND INSURANCE 

 

The district offers payroll deduction for tax shelters, group life, accidental death insurance, income 

protection and family cancer policies with various companies. Applications must be filed with the 

central office. 

 

LIABILITY INSURANCE 

 

ACA 6-17-1113 is this law for all school employees.  See page 251 in the Law book. 

 

Liability insurance is provided for all classified personnel by the Arkansas Department of 

Education and the school district. Members of A.E.A. are provided additional liability insurance. 

 

ARKANSAS TEACHER RETIREMENT SYSTEM 

 

Salary deduction for the Arkansas Teacher Retirement System will be made in accordance with 

appropriate statute and the provisions of the system. 

 

CREDIT UNION 
 

Employees may participate in payroll deduction for credit union memberships. 

 

UNITED WAY OF JEFFFERSON COUNTY 
 

School employees may use payroll deduction for contributing to the United Way of Jefferson 

County 

CAFETERIA PLAN 

 

The White Hall School District will provide all employees with a choice of tax saving plans under 

the Internal Revenue Service Code: Section 125 "Cafeteria Plan." 

 

PERSONNEL: DEBTS 

 

All employees are expected to meet their financial obligations. If an employee writes “hot” checks or has 

his income garnished, dismissal may result. 

 

An employee will not be dismissed for having been the subject of one (1) garnishment. However, a second 

or third garnishment may result in dismissal. 
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At the discretion of the Superintendent, he or his designee may meet with an employee who has received a 

second garnishment for the purpose of warning the employee that a third garnishment will result in a 

recommendation of dismissal to the School Board. 

 

At the discretion of the Superintendent, a second garnishment may be used as a basis for a recommended 

dismissal. The Superintendent may take into consideration other factors in deciding whether to recommend 

dismissal based on a second garnishment. Those factors may include, but are not limited to, the amount of 

the debt, the time between the first and the second garnishment, and other financial problems which come 

to the attention of the District.  

 

PERSONNEL: SICK LEAVE 
 

Definitions 
 

1. “Employee” is a full-time employee of the District. 
 

2. “Sick Leave” is absence from work due to illness, whether by the employee or a member of the 

employee’s immediate family, or due to a death in the family.  
 

3. “Current Sick Leave” means those days of sick leave for the current contract year, which leave is 

granted at the rate of one day of sick leave per contracted month. 
 

4. “Accumulated Sick Leave” is the total of unused sick leave, up to a maximum of ninety (90) days 

accrued from previous contract, but not used. 
 

5. “Immediate family” means an employee’s spouse, child/children, parents to include in-laws, 

siblings, grandparents to include in-laws, or any other relatives provided the other relative lives in 

the same household as the teacher.  
 

Sick Leave 
 

Pay for sick leave shall be at the employee’s daily rate of pay, which is that employee’s total contracted 

salary, divided by the number of days employed as reflected in the contract. Absences for illness in excess 

of the employee’s accumulated and current sick leave shall result in a deduction from the employee’s pay 

at the daily rate as defined above. 

 

At the discretion of the Superintendent, district administration, and the building principal, the District may 

require a written statement of the employee’s physician after ten consecutive days. Persons using more 

than ten (10) consecutive days of sick leave must provide the district, through their campus 

principal or immediate supervisor, a letter from their doctor stating why more than ten (10) days 

were needed. Failure to provide such documentation of illness may result in sick leave not being paid, or 

in dismissal. 

 

Excessive absenteeism, to the extent the employee is not carrying out his/her assigned duties, which 

adversely effects the operation of the building as determined by the building principal, district 

administrators, and the Superintendent, may result in dismissal. 
 

Legal References: A.C.A. § 6-17-1201 et seq. 



20 

 

SICK LEAVE POLICY  

 

The Board of Directors adopts the following sick leave policy for all classified personnel employed 

by the district: 

 

1. All personnel are allowed one (l) day sick leave per month for each working month.  These 

days may be cumulative up to ninety (90) days, plus one (l) day for each month contracted.  

 

2. Personnel absent due to the following three (3) reasons will receive full pay for the time of 

their accumulated sick leave: 

A. Own personal illness including pregnancy and childbirth. 

 

B.  Illness in the immediate family: spouse, child, parent to include in-laws, sibling, 

grandparents to include in-laws and/or other relatives in the same household. 

 

C. Death in the immediate family or other relatives to include in-laws. 

 

3. Persons using more than ten (10) consecutive days of sick leave must provide the district, 

through the campus principal or their immediate supervisor, a letter from doctor stating why 

more than ten (10) days are needed. 

 

4. All personnel who are absent due to a death not covered by C above may use a personal leave 

day or they may draw the difference between their regular salary and the salary of the 

substitute. 

 

PERSONAL LEAVE 

 

Full-time classified employees with less than 27 sick days have two (2) personal leave days per contract 

year and one (1) day (extended leave) at the cost of a substitute. Full-time classified employees with twenty-

seven (27) or more accumulated sick leave days will receive three (3) days of district paid personal leave 

per contract year and one (1) day (extended leave) at the cost of a substitute. Extended leave days do not 

roll over to sick leave. An employee may take personal leave when he/she must be absent from work for 

reasons which do not entitle the employee to take sick leave.  Personal leave must be taken as one-half (1/2) 

day or full day and must be prior approved by the principal.   
 

Unused personal leave days convert to sick leave days on July 1 or each new school year. 

 

1. Any employee who cannot report to work due to bad weather conditions (on days when 

school is in session) will be permitted to use a sick leave day.  If any employee does not 

have sufficient sick leave days, a salary deduction of the cost of a substitute will be made 

for each day missed. 

 

2. Persons who are absent from school on official school business will draw pay if the absence 

is approved in advance by the superintendent. 

 

3. Method of computing daily salary will be the person’s annual salary divided by the number 

of days contracted. 
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4. Persons who are absent for any reason not listed above will receive no pay for the day or 

days missed. 

 

This sick leave policy is for the protection of employees.  The educational program suffers each 

time a person is absent.  No substitute can replace a person without some loss of effectiveness. 

Please use your sick leave conscientiously. 

 

Sick leave days will be provided in advance at the beginning of a contract year at the rate of one 

(l) day for each month of employment. 

 

In late June of the current year, all personnel will be paid the current substitute pay per day for all 

days accumulated more than the maximum of ninety (90) days permitted to be carried over to the 

next year. 

BEREAVEMENT LEAVE 
 

Classified personnel shall be allowed each year, in addition to sick leave, a maximum of four (4) 

days absence at full pay for funeral attendance and legal business related to the funeral, when 

immediate family is involved.  A maximum of two (2) days absence at full pay for funeral 

attendance shall be allowed if someone other than the immediate family is involved.  A total of 

four (4) school days shall be allowed in one year.  Sick leave can be used in the event of the death 

of an immediate family member.  
 

Illness in the immediate family is defined as the employee’s spouse, child, and parents to include 

in-laws, siblings, and grandparents to include in-laws and/or other relatives living in the same 

household. 

 

Said leave is not accumulative. 

MILITARY LEAVE 

 
All teachers, administrators, and classified personnel who desire to take a leave of absence for 

the purpose of participating in military training programs or other official duties made available 

by the National Guard or of the reserve branches of the armed forces and all teachers and 

administrators employed by a public school who desire to take a leave of absence for the purpose 

of participating in the civil defense and public health training programs made available by the 

United States Public Health Services shall be entitled to such a leave of absence for a period of 

fifteen (15) days, plus necessary travel time, in any fiscal year. To the extent this leave is not used 

in a fiscal year, it will accumulate for use in the succeeding fiscal year until it totals fifteen (15) 

days at the beginning of a fiscal year.  
 

Whenever any teacher, administrator, or classified employee is granted a leave of absence under 

the provisions of this section, he/she shall be entitled to his/her regular salary during the time 

he/she is away from his/her duties during such leave of absence. 

The teacher or administrator will be responsible for paying for the cost of any substitute employed 

in the teacher or administrator's absence. 

 

Such leave of absence shall be in addition to the regular vacation time allowed the employee. 
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Teachers, administrators, and classified personnel called to duty in emergency situations by the 

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

days after which leave without pay will be granted. This leave shall be granted in addition to all 

other leave to which the teacher, administrator, or classified personnel shall be entitled.  

"Emergency situations" shall have the same meaning as it is defined in A.C.A. 2l-4-212. 

 

During a leave of absence, teachers, administrators, and classified personnel shall be entitled to 

preserve all seniority rights, efficiency or performance ratings, promotional status, retirement 

privileges, life and disability insurance benefits, and any other rights, privileges and benefits to 

which they have become entitled. 

 

The period of military service shall, for purposes of computations to determine whether such 

persons may be entitled to retirement under the laws of the State of Arkansas, be deemed 

continuous services, and the teacher, administrator, or classified employee shall not be required to 

make contributions to any retirement fund. 

 

The school district shall continue to contribute their portion of any life and disability insurance 

premiums during the leave of absence on behalf of the teacher, administrator, or classified 

employee, if requested, so that continuous coverage may be maintained. 

 

For the purpose of this section "fiscal year" shall be the fiscal year now established for the United 

States Government." This policy is intended to cover the entire provisions of Act 673 of 1991 as 

it amends Ark. Code 6-17-306, 21-4-102, and 21-4-212. 

 

PERSONNEL: JURY DUTY 

Employees are not subject to discharge, loss of sick leave, loss of vacation time or any other penalty due to 

absence from work for jury duty, upon giving reasonable notice to the District through the employee’s 

immediate supervisor. 

 

The employee must present the original summons to jury duty (not a copy) to his supervisor in order to 

confirm the reason for the requested absence. 

 

Employees shall receive their regular pay from the district while serving jury duty, and shall reimburse the 

district from the stipend they receive for jury duty, up to, but not to exceed, the cost of the substitute hired 

to replace the employee in his/her absence.   

 

Stipends received shall be forwarded to the district’s Central Office Finance Department. 

 

SCHOOL RELATED COURT HEARINGS 

 

Classified personnel required by a court ordered summons to attend a school related court hearing 

on a non-contracted day will be paid at the hourly rate of $10.00 per hour. 

 

The employee shall use a professional meeting form with a copy of the summons attached and will 

present all needed information to the central office for approval prior to the required court date. 
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Roundtrip mileage will be paid from the employee’s home to the location stated on the summons.  

The hourly rate will begin at the time stated on the summons and will conclude when the employee 

is dismissed by the court on the day of the summons. 

 

If additional days are required by the court for testimony, the employee must contact the central 

office and the same procedure and documentation will be required for approval for the additional 

court summons. 

MATERNITY LEAVE 
 

An employee may be granted a leave of absence for childbearing and may continue working with 

the district until such time as she and her physician deem it appropriate, based on her physical 

condition. The employee should return to employment with the school district when physically 

able to do so; however, all employees will be entitled to a minimum of thirty (30) days maternity 

leave. 

PERSONNEL: OUTSIDE EMPLOYMENT (Staff Conflict of Interest) 

 

An employee of the District may not be employed in any other capacity during regular working hours. 

 

An employee may not accept employment outside of his/her district employment which will interfere, or 

otherwise be incompatible with the District employment, including normal duties outside the regular work 

day; nor shall an employee accept other employment which is inappropriate for an employee of a public 

school. 

 

The Superintendent, or his designee(s), shall be responsible for determining whether outside employment 

is incompatible, conflicting or inappropriate.  

 

 

 

EMPLOYEE SUSPENSIONS 
 

The Board of Directors may suspend any person in its employment when the superintendent has 

reason to believe that cause exists for such suspension when the interests of the school district so 

dictate. 

 

The superintendent has authority to temporarily suspend school personnel when, in his opinion, 

the circumstances necessitate immediate action. The salary of a suspended teacher shall cease as 

of the date the board sustains the suspension. If sufficient grounds for termination or suspension 

are not found, the teacher shall be reinstated without loss of compensation. 
 

Charges shall be stated in writing and the employee so charged shall be given an opportunity to be 

fully and impartially heard by the board upon request made in writing within thirty (30) days of 

notice of termination or suspension. 
 

Notice of the charges against the person and the opportunity for a hearing shall be served upon the 

employee by registered mail by the superintendent. The hearing shall be held not less than five (5) 

days nor more than ten (10) days after receipt of written request by the board, unless mutually 

agreed upon by the board and employee for some other date. 
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Personnel, who are subsequently dismissed as a result of a hearing for cancellation of an 

employment contract after having been suspended, shall not receive compensation for the period 

of such suspension. 
 

EMPLOYEE DISCIPLINARY SANCTIONS 
 

District employees determined to be in violation of any school district policy or regulation will be 

subject to the following administrative action: 

 

First Offense:      Employee will receive a written letter of reprimand, signed by both parties,  

                              this will be placed in personal file for the period of employment. 

Second Offense:  Employee will be suspended for a period of five (5) work days and will forfeit  

                              full pay for each day suspended. 

Third Offense:    Employee will be subject to the immediate termination of employment with 

                              the school district. 
 

The immediate supervisor of the employee has the responsibility of determining the severity of 

any infraction and deciding the appropriate course of action. When any of the above administrative 

actions become necessary, written notification will be forwarded as soon as feasible to the 

superintendent and assistant superintendent for business and finance. 

 
CLASSFIED PERSONNEL TERMINATION AND NON-RENEWAL 

 

For procedures relating to the termination and non-renewal of noncertified employees, please refer to the Public School 

Employee Fair Hearing Act A.C.A. § 6-17-1701 through 1705. The Act specifically is not made a part of this policy by this 

reference. 

 

A copy of the code is available in the office of the principal of each school building. 

 

CLASSIFIED PERSONNEL: GRIEVANCES 
 

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

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

 

Definitions: 

 

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

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

of employment including the rules governing employee/employer, raised by an individual employee of this 

school district. Other matters for which the means of resolution are provided or foreclosed by statute or 

administrative procedures shall not be considered grievances.  

 

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

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

 

More than one individual has interest in the matter;  

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

The group has designated an employee spokesperson to meet with administration and/or the board;  
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All individuals within the group are requesting the same relief. 

 

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

 

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

work of that employee. 

 

Working day: Any weekday other than a holiday whether or not the employee under the provisions of 

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

Process: 
 

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

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

(10)  working days of the occurrence of the grievance. The supervisor shall offer the employee an 

opportunity to have a witness or representative who is not a member of the employee’s immediate family 

present at their conference. (The ten-day requirement does not apply to grievances concerning back pay.) 

If the grievance is not advanced to Level Two within ten working days following the conference, the matter 

will be considered resolved and the employee shall have no further right with respect to said grievance. 
 

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

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

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

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

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

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

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

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

the building principal will have ten working days to schedule a conference with the employee filing the 

grievance. The principal shall offer the employee an opportunity to have a witness or representative who is 

not a member of the employee’s immediate family present at their conference. After the conference, the 

principal will have ten working days in which to deliver a written response to the grievance to the employee. 

If the grievance is not advanced to Level Three within ten working days the matter will be considered 

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

 

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

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

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

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

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

employee. 

 

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

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

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

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

superintendent will have ten working days to schedule a conference with the employee filing the grievance. 
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The superintendent shall offer the employee an opportunity to have a witness or representative who is not 

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

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

employee. 

 

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

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

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

hearing to the superintendent. If the grievance is not appealed to the boards of Education within ten working 

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

employee shall have no further right with respect to said grievance.  

 

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

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

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

district policy. If the grievance is presented as a “group grievance,” the Board shall first determine if the 

composition of the group meets the definition of a “group grievance.” If the Board determines that it is a 

group grievance, the Board shall then determine whether the matter raised is grievable. If the Board rules 

the composition of the group does not meet the definition of a group grievance, or the grievance, whether 

group or individual, is not grievable, the matter shall be considered closed. (Individuals within the 

disallowed group may choose to subsequently refile their grievance as an individual grievance beginning 

with Level One of the process.) If the Board rules the grievance to be grievable, they shall immediately 

commence a hearing on the grievance. All parties have the right to representation by a person of their own 

choosing who is not a member of the employee’s immediate family at the appeal hearing before the Board 

of Directors. The employee shall have no less than 90 minutes to present his/her grievance and both parties 

shall have the opportunity to present and question witnesses. The hearing shall be open to the public unless 

the employee requests a private hearing. If the hearing is open, the parent or guardian of any student under 

the age of eighteen years who gives testimony may elect to have the student’s testimony given in closed 

session. At the conclusion of the hearing, if the hearing was closed, the White Hall Board of Education may 

excuse all parties except board members and deliberate by themselves on the hearing. At the conclusion of 

an open hearing, board deliberations shall also be in open session unless the board is deliberating the 

employment, appointment, promotion, demotion, disciplining, or resignation of the employee. A decision 

on the grievance shall be announced no later than the next regular board meeting. 

 

Records: 
 

Records related to grievances will be filed separately and will not be kept in, or made part of, the personnel file of any 

employee. 

 

Reprisals: 
 

No reprisals of any kind will be taken or tolerated against any employee because he/she has filed or advanced a 

grievance under this policy. 

 

Legal Reference: A.C.A.  § 6-17-208, 210 
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CLASSIFIED PERSONNEL: LEVEL TWO GRIEVANCE FORM 
 

Any employee desiring to raise a concern related to personnel policies or salary shall provide the following information 

and present this form to their immediate supervisor. (use back or additional sheets if necessary): 
 

Printed Name: 

_____________________________________________________________________________________________ 
 

Complete description of grievance: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
 

What would resolve this grievance in your opinion? 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
 

Signature of Employee:  _______________________________________________ Date:  ____________________ 
 

Supervisor’s Response: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
  

Signature of Supervisor:  ______________________________________________ Date: _____________________ 

    

I have received my supervisor’s response and I consider this grievance:     _______Resolved      _______Unresolved    
 

_____________________________________________________________________________________________ 

 Employee                                                       Date          
 

If the grievance is unresolved, and the employee wants to appeal the supervisor’s response to the superintendent, the 

employee shall state why they disagree with the supervisor’s response and their proposed resolution: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
 

Superintendent or Designee’s Response: 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
 

Signature of Superintendent/Designee:  _______________________________________  Date: ________________ 
 

I have received the Superintendent’s response and consider this grievance: _______ Resolved   _______Unresolved   

_____________________________________________ ________________________________________________ 

                            Employee                                                            Date 
 

If the grievance is unresolved, and the employer wants to appeal the superintendent’s response to the school board, 

they may do so by completing the following:  I hereby request an _____ open  _____ closed hearing of my grievance 

by the school board at the next regularly scheduled meeting or at another date as agreed:  _____________. 
 

Signature of Employee:_______________________________________________ Date:  _____________________ 
 

I have received this request for a grievance hearing at the next regularly scheduled school board meeting (or the 

agreed-upon date stated above) 

 

Signature of Superintendent or Designee:  _______________________________________ Date: ______________ 
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RECORD OF COMPLAINTS 

 

All complaints are to be submitted in accordance with existing state laws and local district 

grievance policies and those responsible for processing the complaints are to comply fully with 

such policies. 

 

Each principal employed by the White Hall School District will attempt to ascertain and resolve 

all complaints at the building level by deciding the validity of the complaint through conversations 

with all concerned parties, scheduling of parent-teacher conferences or directing complaints 

through the proper channels.  All complaints from parties outside the White Hall School District’s 

classified staff, that cannot be resolved through the above mentioned methods, must be submitted 

in writing stating the name, address, and telephone number of the complainant, a complete written 

description of the complaint that must include all pertinent information and facts and most 

importantly, how the issue may be resolved to their satisfaction. 

 

The classified staff member, against whom a complaint is registered in writing, must be notified 

and urged to address the issue by conversation or a parent-teacher conference with the complainant 

as soon as possible.  All classified staff will have five (5) working days to respond in writing to all 

complaints that are not resolved to the satisfaction of all parties involved and must be kept 

informed of the disposition of the said complaint to its resolution.  For one academic year, all 

records can be accessible to all parties and the superintendent of schools. 

 

CLASSIFIED PERSONNEL: TOBACCO USE 

 

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

or leased by the district, including buses or other school vehicles, is prohibited. 

 

Legal Reference: A.C.A. § 6-21-609 

 

SMOKING 

 

In accordance with the provisions of State Statute (#6-21-609), appropriate signs are posted in a 

conspicuous locations at every entrance to each building owned by the White Hall School and 

every school bus used to transport public school students. 

 

Any person violating the provisions of this policy shall be guilty of a misdemeanor and, upon 

conviction thereof, shall be punished by a fine of not less than ten dollars ($10.00) nor more than 

one hundred dollars ($100.00). 
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CLASSIFIED PERSONNEL: DRUG FREE WORKPLACE 
 

The conduct of district staff plays a vital role in the social and behavioral development of our students. It is 

equally important that the staff have a safe, healthful, and professional environment in which to work. To 

help promote both interests, the district shall have a drug free workplace. It is, therefore, the district’s policy 

that district employees are prohibited from the unlawful manufacture, distribution, dispensation, 

possession, or use of controlled substances, illegal drugs, inhalants, alcohol, as well as inappropriate or 

illegal use of prescription drugs. Such actions are prohibited both while at work or in the performance of 

official duties while off district property; violations of this policy will subject the employee to discipline, 

up to and including termination. 

 

To help promote a drug free workplace, the district shall establish a drug-free awareness program to inform 

employees about the dangers of drug abuse in the workplace, the district's policy of maintaining a drug-free 

workplace, any available drug counseling, rehabilitation, and employee assistance abuse programs, and the 

penalties that may be imposed upon employees for drug abuse violations 

 

Should any employee be found to have been under the influence of, or in illegal possession of, any illegal 

drug or controlled substance or under the influence of alcohol, while engaged in any school or school-

related activity, and the behavior of the employee, if under the influence, is such that it is inappropriate for 

a school employee in the opinion of the superintendent, the employee may be subject to discipline, up to 

and including termination.  

 

Possession, use or distribution of drug paraphernalia by any employee, whether or not engaged in school 

or school-related activities, may subject the employee to discipline, up to and including termination. 

Possession in one’s vehicle or in an area subject to the employee’s control will be considered to be 

possession as though the substance were on the employee’s person.  

 

It shall not be necessary for an employee to test at a level demonstrating intoxication by any substance in 

order to be subject to the terms of this policy.  Any physical manifestation of being under the influence of 

a substance may subject an employee to the terms of this policy.  Those physical manifestations include, 

but are not limited to: unsteadiness; slurred speech; dilated or constricted pupils; incoherent and/or irrational 

speech; or the presence of an odor associated with a prohibited substance on one’s breath or clothing.  

 

Should an employee desire to provide the District with the results of a blood, breath or urine analysis, such 

results will be taken into account by the District only if the sample is provided within a time range that 

could provide meaningful results and only by a testing agency chosen or approved by the District. The 

District shall not request that the employee be tested, and the expense for such voluntary testing shall be 

borne by the employee.  

 

Any employee who is charged with a violation of any state or federal law relating to the possession, use or 

distribution of illegal drugs, other controlled substances or alcohol, or of drug paraphernalia, must notify 

his immediate supervisor within five (5) week days (i.e., Monday through Friday, inclusive, excluding 

holidays) of being so charged.  The supervisor who is notified of such a charge shall notify the 

Superintendent immediately.  If the supervisor is not available to the employee, the employee shall notify 

the Superintendent within the five (5) day period.  

   

Any employee so charged is subject to discipline, up to and including termination.  However, the failure of 

an employee to notify his supervisor or the Superintendent of having been so charged shall result in that 

employee being recommended for termination by the Superintendent.  
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Any employee convicted of any criminal drug statute violation for an offense that occurred while at work 

or in the performance of official duties while off district property shall report the conviction within 5 

calendar days to the superintendent. Within 10 days of receiving such notification, whether from the 

employee or any other source, the district shall notify federal granting agencies from which it receives funds 

of the conviction. Compliance with these requirements and prohibitions is mandatory and is a condition of 

employment.  

 

Any employee convicted of any state or federal law relating to the possession, use or distribution of illegal 

drugs, other controlled substances or alcohol, or of drug paraphernalia, shall be recommended for 

termination.  

 

Any employee who must take prescription medication at the direction of the employee’s physician, and 

who is impaired by the prescription medication such that he cannot properly perform his duties shall not 

report for duty. Any employee who reports for duty and is so impaired, as determined by his supervisor, 

will be sent home. The employee shall be given sick leave, if owed any.  The District or employee will 

provide transportation for the employee, and the employee may not leave campus while operating any 

vehicle.  It is the responsibility of the employee to contact his physician in order to adjust the medication, if 

possible, so that the employee may return to his job unimpaired.  Should the employee attempt to return to 

work while impaired by prescription medications, for which the employee has a prescription, he will, again, 

be sent home and given sick leave, if owed any, Should the employee attempt to return to work while 

impaired by prescription medication a third time the employee may be subject to discipline, up to and 

including a recommendation of termination.  

 

Any employee who possesses, uses, distributes or is under the influence of a prescription medication 

obtained by a means other than his own current prescription shall be treated as though he was in possession, 

possession with intent to deliver, or under the influence, etc. of an illegal substance. An illegal drug or other 

substance is one which is (a) not legally obtainable; or (b) one which is legally obtainable, but which has 

been obtained illegally. The District may require an employee to provide proof from his physician and/or 

pharmacist that the employee is lawfully able to receive such medication.  Failure to provide such proof, to 

the satisfaction of the Superintendent, may result in discipline, up to and including a recommendation of 

termination. 

 

This policy addresses the requirement for Safe and Drug Free Schools. It is required that all employees 

receive a copy of the policy and are advised of the contents and requirements of the policy. In addition to 

publishing a policy statement, the statutes require employers to establish a drug-free awareness program to 

educate employees about the dangers of drug abuse as well as about the specifics of their policy.  

 

Legal References: 41 USC § 702, 703, and 706 
 

3.7 A DRUG & ALCOHOL FREE WORKPLACE POLICY ACKNOWLEDGEMENT 

 

CERTIFICATION 

 

I, hereby certify that I have been presented with a copy of the White Hall School District’s drug & alcohol-

free workplace policy, that I have read the statement, and that I will abide by its terms as a condition of my 

employment with District.  

 

Signature:______________________________________Date:__________________________ 
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3.31 A—DRUG FREE WORKPLACE POLICY ACKNOWLEDGEMENT 

 

CERTIFICATION 

 

I, hereby certify that I have been presented with a copy of the White Hall School District’s drug-free 

workplace policy, that I have read the statement, and that I will abide by its terms as a condition of my 

employment with District.  

 

 

Signature: _________________________________________________ Date: ______________ 

 

 

PERSONNEL: SEXUAL HARASSMENT 
 

The White Hall School District is committed to having an academic and work environment in which all students and 

employees are treated with respect and dignity. Student achievement and amicable working relationships are best 

attained in an atmosphere of equal educational and employment opportunity that is free of discrimination. Sexual 

harassment is a form of discrimination that undermines the integrity of the educational environment and will not be 

tolerated.   
  
Believing that prevention is the best policy, the district will periodically inform students and employees about the 

nature of sexual harassment, the procedures for registering a complaint, and the possible redress that is available. The 

information will stress that the district does not tolerate sexual harassment and that students and employees can report 

inappropriate behavior of a sexual nature without fear of adverse consequences.  
 

It shall be a violation of this policy for any student or employee to be subjected to or to subject another person to, 

sexual harassment as defined in this policy. Any employee found, after an investigation, to have engaged in sexual 

harassment will be subject to disciplinary action up to, and including, termination. 
 

Sexual harassment refers to unwelcome sexual advances, requests for sexual favors, or other personally 

offensive verbal, visual, or physical conduct of a sexual nature made by someone under any of the following 

conditions: 

 

1. Submission to the conduct is made, either explicitly or implicitly, a term or condition of an 

individual’s education or employment; 

 

2 Submission to, or rejection of, such conduct by an individual is used as the basis for academic or 

employment decisions affecting that individual; and/or 

 

3 Such conduct has the purpose or effect of substantially interfering with an individual’s academic 

or work performance or creates an intimidating, hostile, or offensive academic or work 

environment. 
 

The terms “intimidating,” “hostile,” and “offensive” include conduct of a sexual nature which has the effect 

of humiliation or embarrassment and is sufficiently severe, persistent, or pervasive that it limits the student’s 

or employee’s ability to participate in, or benefit from, an educational program or activity or their 

employment environment. 
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Within the educational or work environment, sexual harassment is prohibited between any of the following: 

students; employees and students; non-employees and students; employees; employees and non-

employees. 
 

Actionable sexual harassment is generally established when an individual is exposed to a pattern of 

objectionable behaviors or when a single, serious act is committed. What is, or is not, sexual harassment 

will depend upon all of the surrounding circumstances. Depending upon such circumstances, examples of 

sexual harassment include, but are not are not limited to: unwelcome touching; crude jokes or pictures; 

discussions of sexual experiences; pressure for sexual activity; intimidation by words, actions, insults, or 

name calling; teasing related to sexual characteristics; and spreading rumors related to a person’s alleged 

sexual activities. 

 

Employees who believe they have been subjected to sexual harassment are encouraged to file a complaint 

by contacting their immediate supervisor, administrator, or Title IX coordinator who will assist them in the  

complaint process. Under no circumstances shall an employee be required to first report allegations of 

sexual harassment to a school contact person if that person is the individual who is accused of the 

harassment. To the extent possible, complaints will be treated in a confidential manner. Limited disclosure 

may be necessary in order to complete a thorough investigation. 

 

Employees who file a complaint of sexual harassment will not be subject to retaliation or reprisal in any 

form. 

 

Employees who knowingly fabricate allegations of sexual harassment shall be subject to disciplinary action 

up to and including termination. 

 

Individuals, who withhold information, purposely provide inaccurate facts, or otherwise hinder an 

investigation of sexual harassment shall be subject to disciplinary action up to and including termination. 

 

 

Legal References:  Title IX of the Education Amendments of 1972, 20 USC 1681, et seq. 

    Title VII of the Civil Rights Act of 1964, 42 USC 2000-e, et seq.  

    A.C.A.  § 6-15-1005 (b) (1) 

 

HIV/AIDS POLICY 

 

Section 504 of the Rehabilitation Act of 1973 prohibits discrimination against individuals who 

have handicaps, including individuals with AIDS and HIV infection, as long as they are "otherwise 

qualified" for their jobs.  Students and staff members who are infected with HIV are protected 

under Section 504. 

 

Upon identification, the infected staff member, his/her physician, the superintendent, and the 

school nurse shall determine whether the person who is infected with HIV has a secondary 

infection that constitutes a risk of transmission in the school setting.  This is a medical question 

and shall be answered based on facts and not opinions. 

 

If there is no secondary infection, the job assignment of the infected person shall not be altered. 
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If there is confirmation of a secondary infection by the staff member's physician, an individually 

tailored plan will be developed.  The plan shall have minimal impact on employment, be medically, 

legally, and ethically sound. 

 

Additional persons may be consulted if this is essential for gaining additional information, but the 

infected staff member must approve this notification. 

 

When a decision has been made, there shall be a fair and confidential process for appealing the 

decision. 

 

These guidelines should be reviewed periodically and revised as necessary to reflect new medical 

information regarding HIV/AIDS. 

 

CLASSIFIED PERSONNEL: EVALUATIONS 

 

Evaluations of classified personnel shall be undertaken at least annually. 
 

Evaluations shall be based on a combination of formal and informal observations. Additional and more 

frequent informal observations will be done should it be determined by the administration that the 

observations would be helpful in addressing performance problems.  

 

EVALUATION, CLASSIFIED PERSONNEL 

 

DISTRICT POLICY 

 

School personnel will be guided by the philosophy that each person is entitled to know how well 

he/she is performing the job and should be offered the opportunity of open and honest evaluation 

of job performance on a regular basis. Discussions in regard to promotion, demotion, transfer, or 

termination of employment will be based upon such evaluation and not upon extraneous factors. 

Further, each person is entitled to the opportunity of improving his/her performance prior to the 

termination or transferring of his/her service. 

 

The basic goal of the board in setting up an evaluation system is to improve the instructional 

programs in the schools of the district. Specifically, the objectives of the system are: 

 

1. To identify strengths and weaknesses of the classified personnel. 

 

2. To provide a means whereby the competencies and skills of the classified personnel may 

be improved. 

 

3. To provide information which can be used as a basis for future decisions in regard to the 

classified personnel and matters concerning employment? 

 

It shall be the policy of the Board of Directors to require the evaluation of all classified personnel 

in accordance with all appropriate laws, regulations and guidelines. The superintendent of schools 

shall be responsible for the development of a classified personnel evaluation plan in cooperation 

with a classified personnel evaluation committee and the personnel policies committee. The final 

plan to include all forms and procedures will be approved by the board. Adequate resources will 

be made available by the board to successfully implement the plan. 
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As a minimum, the classified personnel performance evaluation plan will be compared to 

components which includes roles and responsibilities of appropriate groups, criteria used in the 

evaluation, data collection procedures, evaluation conferences, individual improvement plans, 

and maintenance of records. In addition, the plan will include a copy of all forms and instruments 

used in the evaluation system. 

 

STAFF APPRAISAL PHILOSOPHY 

 

That evaluation is a cooperative process where the individual being evaluated and the one 

responsible for making the assessment feel a joint responsibility to focus upon performance areas 

needing improvement, to work together to achieve the best results and to evaluate the results. 
 

1. That major emphasis should be on areas where improvement can result. Performance 

improvement will most likely occur when a deliberate effort is being put forth to achieve 

it. 
 

2. That evaluation is a means, not an end in itself. It should motivate both self- improvement 

and administrative help so that performance effectiveness may occur. 
 

3. That appraisal should involve work planning and review. It should motivate both 

self-improvement and cooperation from administrators and supervisors to assist the staff 

member to achieve stated goals. 
 

4. That there should be performance guidelines or standards, which classified personnel 

members may use in self-evaluation which evaluators may employ as they counsel and 

assist those whom they are evaluating. 
 

5. That the individual being evaluated should have an appraisal conference and be given a 

copy of all evaluation records and should feel free and unthreatened to dissent from the 

evaluator's judgments. 
 

6. That success of all appraisal efforts will be enhanced in proportion to the cooperation of 

the parties concerned. 

 

STAFF APPRAISAL OBJECTIVES 
 

The objectives of the classified personnel appraisal program are as follows: 

1.   Insure that each classified personnel member has a clear understanding of the  

     duties, responsibilities, and performance expectations. 
 

2. Establish both short and long term work goals for each participating staff member. 
 

3. Bring about a closer working relationship between the appraisers and appraises. 
 

4. Make appraisal relevant to on-going job performance. 
 

5. Establish appraisal "ground rules" or plans for both the appraiser and appraises to  

         follow- up on "target" proposals. 
 

6. Keep meaningful follow-up conferences and other appraiser-appraise contracts for 

          both present and future use as occasion may arise. 
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7. Conduct periodic appraisal conferences, which assess past achievement and also 

    encourage appropriate continued action. 
 

8. Determine results of job performance in a joint cooperative analysis preceded by 

    both self-appraisal and the report of the administrator.. 
 

9. Establish appropriate ways for follow-up of actions needed for further improvement. 
 

    10. Keep appraisal a dynamic process, consider its effectiveness periodically and revise 

          it as necessary. 

 

GAMBLING ON SCHOOL PROPERTY 
 

Any employee of the White Hall School District involved in activities, which may be defined as 

gambling, while on school district property, will be subject to immediate termination. 
 

This includes the discussion of gambling activities with or in the presence of students and using 

school telephones for such activities. 
 

Definition: Gambling - to risk or wager (something of value) upon a chance. 

 

CLASSIFIED EMPLOYEE: DRESS 

 

Employees shall ensure that their dress and appearance are professional and appropriate to their positions. 

 

USE OF SCHOOL EQUIPMENT 
 

No school employee or other persons are to use school equipment and supplies for any purpose 

other than for job related or educational activities within the school without approval of the 

administration. 

 

PERSONNEL: CELL PHONE USE 

 

Use of cell phones or other electronic communication devices by classified employees during instructional 

time is strictly forbidden unless specifically approved in advance by the superintendent, building principal, 

or their designees. 
 

Parent contact by cell phone shall be done during the classified personnel break time, before school, 

and/or after school classified personnel cell phones should not to be used by students.   

 

Personal cell phone use by classified personnel must be done outside work time and not in the 

presence of students. 

 

PERSONNEL: COMPUTER USE POLICY 

  

The White Hall School District provides computers and/or computer Internet access for many employees, 

to assist employees in performing work related tasks. Employees are advised that they enjoy no expectation 

of privacy in any aspect of their computer use, including email, and that under Arkansas Law both email 

and computer use records maintained by the district are subject to disclosure under the Freedom of 

Information Act. 
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Passwords or security procedures are to be utilized as assigned, and confidentiality of student information 

relating to personnel is to be maintained at all times. Employees must not disable or bypass security 

procedures, disclose passwords to other staff members or students, or grant students access to any computer 

not designated for student use. It is the policy of this school district to equip each computer with Internet 

filtering software designed to prevent users from accessing material that is harmful to minors. The 

designated District Technology Director or District Technology Coordinator may authorize the disabling 

of the filter to enable access by an adult for a bona fide research or other lawful purpose. 

 

Employees who misuse district-owned computers in any way, including excessive personal use, using 

computers for personal use during instructional time, using computers to violate any other policy, 

knowingly or negligently allowing unauthorized access, or using the computers to access or create sexually 

explicit or pornographic text or graphics, will face disciplinary action, up to and including termination or 

non-renewal of the employment contract.  

 

Legal References: 20 USC 6801 et seq.(Children’s Internet Protection Act;  PL 106-554)A.C.A. §  

                                6-21 107 A.C.A. § 6-21-111 

A COMPUTER/NETWORK USE POLICY 

 

The White Hall School District recognizes the need for the use of computer technology to enhance 

the educational goals of the School District.  With access to computers and people all over the 

world also comes the availability of material that may not be considered to be of educational value 

in the context of the school setting.  White Hall Public Schools has taken available precautions to 

restrict access to controversial materials with filtering software. 

 

Abusive conduct when using the computer or network is prohibited.  Abusive conduct can be, but 

is not limited to, the use of abusive, obscene, threatening or objectionable language, accessing 

information or material described as inappropriate or lacking educational value for a school setting 

and the intentional rough treatment of the equipment.   

 

Cyber-bullying is strictly forbidden and perpetrators will be disciplined according to district 

policy, state, and federal law.  (Act 115 of 2007) 

 

Use of the district's computers and access to the network is a privilege that may be revoked.  Users 

are subject to all appropriate disciplinary measures found in the district policies should these 

guidelines be violated.  Any situation not covered or addressed by this policy statement will be left 

entirely at the discretion of the teacher and/or administrator. 

 

All contact with and use of the internet and district computers shall be used in a responsible, 

ethical, and lawful manner.  Users are expected to follow routine standards of polite conduct and 

responsible behavior in their use of computers.  The District expects all faculty, students, and staff 

to use district computers and the network for the intended purposes of education, research, and 

administration.  

  

All users of the White Hall School District’s equipment must sign the “district computer and 

network use agreement” stating they understand the policy and guidelines contained in the rules 

and procedures regarding computer use.  Network login accounts will not be assigned to a user 
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until the use agreement is signed.  When in doubt about whether an activity is appropriate, students 

should consult with their parents and teachers.   

 

Inevitably, with the violation of the guidelines set forth in the rules and procedures that may 

constitute a criminal offense, district administrators and the technology department will cooperate 

fully with law enforcement agencies in investigating any violations. 

 

Use of the district’s computers and access to the network is a privilege!  It is the responsibility of 

each network user to recognize his/her accountability in having access to unlimited services, 

internet sites, network systems, people, and to act appropriately to normal behavior standards when 

using the network.  All users are expected to observe the Acceptable Use Policy of other networks 

as well as this policy.  Access will be revoked for violation of any of the administrative rules and 

procedures given.  Users are subject to disciplinary measures should these guidelines be violated. 

 

COMPUTER/NETWORK RULES AND PROCEDURES FOR INTERNET SAFETY 

 

USE OF COMPUTER HARDWARE 

 

Only individuals authorized by the district Technology System Manager will install, service, 

and/or maintain district owned computer hardware. Hardware other than district owned is 

prohibited. No hardware, including cables or peripherals, may be moved without authorization 

from the district Technology System Manager and/or the district Technology Coordinator. It is the 

responsibility of the faculty member to whom the computer is assigned “to log off” their computer 

system at the end of each day. The computer should be at the Novell login screen. Turn the monitor 

off. It is the responsibility of the faculty, students, staff, and associates to make reasonable efforts 

to keep the computer clean and away from smoke, dust, magnets, food, liquid, and any other 

foreign material known to be harmful to the hardware or functionality of the system. It is the 

responsibility of the faculty member to whom the computer is assigned to report malfunctions of 

the hardware to the building principal using the appropriate reporting method. Building principals 

will use the Help Desk to report all problems related to hardware and/or software. The district is 

not responsible for the loss of any data on the local drives. Data on the local drives is not secure. 

In order to secure data, all data must be saved to a location on the network i.e. home directory or 

shared directories.  

 

USE OF COMPUTER SOFTWARE 

 

Only software that is legally owned and authorized by the district curriculum coordinator may be 

installed on district computer hardware by the district Technology System Manager. The unlawful 

copying of any copyrighted software and/or its use on district hardware is prohibited. Modification 

or erasure of software without authorization is strictly prohibited. The introduction of any viral 

agent is prohibited. Every diskette should be checked for a virus each time it is put into the 

computer system. The technology staff has the right to remove any software from district owned 

equipment where the user cannot provide original copies of the software and/or appropriate license 

for the software.  The technology staff has the authority to remove any software from district 

owned equipment that degrades the performance of the equipment, the operating system or the 

network. 

 

USER’S INDIVIDUAL RESPONSIBILITY 
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Internet users are advised that access to the network may include the potential for access to 

materials inappropriate for children and minors.  Even though filters are in place, they are an 

imperfect means of blocking access to inappropriate material.  If a user unintentionally visits an 

offensive or harmful site, the user should bring this to the attention of the supervising teacher who 

should report it to the building principal.  Every user must take responsibility for their use of the 

computer network and internet and stay away from inappropriate sites.  Should a user find other 

users are visiting offensive or harmful sites, it should be brought to the attention of their teacher 

or supervisor. 

 

HACKING, SPAMMING, AND OTHER ILLEGAL ACTIVITIES 

 

It is a violation of district policy to use the district’s computer network or Internet to gain 

unauthorized access to other computers, computer systems, and or to attempt to gain unauthorized 

access.  Any use which violates state or federal law relating to trespass, copyright, trade secrets, 

the distribution of obscene or pornographic materials, or which violates any other applicable law 

or municipal ordinance, is strictly prohibited. 

 

FILTERING AND MONITORING BY THE STATE AND DISTRICT  

 

The White Hall School District in collaboration with the State of Arkansas Department of 

Information Systems (DIS) will utilize filtering software or other technologies to prevent users 

from accessing materials/sites that are obscene, contain child pornography, or could be harmful to 

minors.  The District will also monitor the online activities of users, to ensure that users are not 

accessing inappropriate material.  Monitoring through technical means will only be used in special 

circumstances if it is necessary to track documented violations.   

 

FAILURE TO FOLLOW POLICY 

 

Use of the computer network and Internet for education, research, administration, and incidental 

personal use is a privilege, not a right.  A user, who violates the Computer Use Policy, shall have, 

at a minimum, access to the computer network and Internet terminated.    A user violates the Policy 

if he or she permits another to use his or her account or password to access the computer network 

and Internet, including any user whose access has been denied or terminated.  The district may 

also take other disciplinary action in such circumstances. 

 

STANDARDS OF BEHAVIOR 

 

1. Users are expected to behave in a moral, legal, and ethical fashion.  

 

2. Abusive conduct when using the computer or network is prohibited.  Abusive conduct can 

be, but is not limited to: 

 

a. Placing of unlawful information on the system. 

b. Sending messages resulting in the loss of recipient’s work or computer system. 

c. Sending of “chain letters,” or “broadcast” messages to lists or individuals. 

d. Use of the system to intimidate or create an atmosphere of harassment. 

e. Using the Internet for any activities deemed lewd, obscene, vulgar, or pornographic as defined 

by prevailing community standards; 
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f. Using abusive or profane language in private messages on the system; or using the system to 

harass, insult, or verbally attack others; 

 

3. Interference with or disruption of the network users, services, or equipment is prohibited.  

Disruptions could include, but are not limited to the following: 

 

a. Distribution of unsolicited advertising. 

b. Transmission of computer worms or viruses. 

c. Using encryption software; 

d. Unauthorized access to any other machine with network connections. 

e. Transmission of any material in violation of any U.S. or state laws or regulations is 

prohibited and may constitute a criminal offense. 

f. Accessing another individual’s electronic mail is prohibited except when an 

investigation. requires the monitoring of systems by authorized technology staff. 

g. Attempts to gain unauthorized access to systems are prohibited. 

h. The use of another individual’s access codes/passwords is prohibited. 

i. Posting anonymous messages on the system 

j. Causing congestion of the network through lengthy downloads of files 

k. Vandalizing data of another user 

l. Obtaining or sending information which could be used to make destructive devices such as 

guns, weapons, bombs, explosives, or fireworks 

m. Gaining or attempting to gain unauthorized access to resources or files 

n. Identifying oneself with another person’s name or password or using an account or password 

of another user without proper authorization 

o. Using the network for financial or commercial gain without district permission 

p. Theft or vandalism of data, equipment, or intellectual property 

q. Invading the privacy of individuals 

r. Using the Internet for any illegal activity, including computer hacking and copyright or 

intellectual property law violations 

s. Introducing a virus to, or otherwise improperly tampering with, the system 

t. Degrading or disrupting equipment or system performance 

u. Creating a web page or associating a web page with the school or school district without 

proper authorization 

 

COMPUTER NETWORK 

 

All computers from which students can access electronic information resources will be in 

supervised areas.  District staff shall monitor student computer use, providing assistance or taking 

corrective action when necessary. Network use must be consistent with the goals and standards of 

the district, school, and specific curriculum. Networked computers may be used as a laboratory for 

research and experimentation in computer communications and curriculum development where 

such use does not interfere with normal operations. 

 

Faculty, students, and staff are individually responsible for the proper use of their accounts, 

including proper password protection and appropriate use of network resources.  Users are 

expected to protect their accounts from being used by anyone else.  An individual shall use only 

the account assigned to them.  Teachers will not provide access to a student through a teacher 

account. 
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To ensure security and prevent unauthorized access to account privileges, users must log off the 

network any time they cannot monitor the use of their machine. 

 

 

PERSONNEL EMPLOYEE: INTERNET USE AGREEMENT 

 

Name (Please Print)_____________________________________________________________ 

 

School____________________________________________________________Date_______ 

 

The White Hall School District agrees to allow the employee identified above (“Employee”) to use the 

district’s technology to access the Internet under the following terms and conditions: 

 

1.  Conditional Privilege: The Employee’s use of the district’s access to the Internet is a privilege 

conditioned on the Employee’s abiding by this agreement.  

 

2.  Acceptable Use: The Employee agrees that in using the District’s Internet access he/she will obey all 

federal and state laws and regulations. Internet access is provided as an aid to employees to enable them 

to better perform their job responsibilities. Under no circumstances shall an Employee’s use of the 

District’s Internet access interfere with, or detract from, the performance of his/her job-related duties. 

 

3.  Penalties for Improper Use: If the Employee violates this agreement and misuses the Internet, the 

Employee shall be subject to disciplinary action up to and including termination.  

 

4. “Misuse of the District’s access to the Internet” includes, but is not limited to, the following: 

 

a. Using the Internet for any activities deemed lewd, obscene, vulgar, or pornographic as defined 

by prevailing community standards 

b. Using abusive or profane language in private messages on the system or using the system to 

harass, insult, or verbally attack others 

c. Posting anonymous messages on the system 

d. Using encryption software 

e. Wasteful use of limited resources provided by the school including paper 

f. Causing congestion of the network through lengthy downloads of files 

g. Vandalizing data of another user 

h. Obtaining or sending information which could be used to make destructive devices such as 

guns, weapons, bombs, explosives, or fireworks 

i. Gaining or attempting to gain unauthorized access to resources or files 

j. Identifying oneself with another person’s name or password or using an account or password 

of another user without proper authorization 

k. Using the network for financial or commercial gain without district permission 

l. Theft or vandalism of data, equipment, or intellectual property 

m. Invading the privacy of individuals 

n. Using the Internet for any illegal activity, including computer hacking and copyright or 

intellectual property law violations 

o. Introducing a virus to, or otherwise improperly tampering with, the system 

p. Degrading or disrupting equipment or system performance 

q. Creating a web page or associating a web page with the school or school district without proper 

authorization 
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r. Attempting to gain access or gaining access to student records, grades, or files of students not 

under their jurisdiction 

s. Providing access to the District’s Internet Access to unauthorized individuals or 

t. Taking part in any activity related to Internet use which creates a clear and present danger of the 

substantial disruption of the orderly operation of the district or any of its schools 

u. Making unauthorized copies of computer software 

v. Personal use of computers during instructional time or 

w. Installing software on district computers without prior approval of technology director or his/her 

designee. 

x. No hardware, including cables or peripherals, may be moved without authorization for 

the district Technology System Manager and/or the district Technology Coordinator.  

y. Hardware, other than district owned, is prohibited. 

 

5.  Liability for debts: Staff shall be liable for any and all costs (debts) incurred through their use of the 

District’s computers or the Internet including penalties for copyright violations. 

 

6.  No Expectation of Privacy: The Employee signing below agrees that in using the Internet through the 

District’s access, he/she waives any right to privacy the Employee may have for such use. The 

Employee agrees that the district may monitor the Employee’s use of the District’s Internet Access and 

may also examine all system activities the Employee participates in, including but not limited to e-mail, 

voice, and video transmissions, to ensure proper use of the system.  

 

7.  Signature: The Employee, who has signed below, has read this agreement and agrees to be bound by 

its terms and conditions. 

 

Employee’s Signature: _______________________________________________Date _______ 

 

STAFF RIGHTS AND RESPONSIBILITIES 

 

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

as any other citizen. Such rights shall be respected at all times but shall be restricted if their exercise 

materially interferes with the educational process. No other rights and responsibilities shall be 

accorded staff members unless specifically incorporated in the contracts of employment entered 

into between the Board of Directors and the employee. 
 

CRIMINAL RECORDS CHECK 

 

It shall be the policy of the board to require that all new classified employees be required to apply 

to the Bureau of Identification and Information for a statewide and nationwide criminal records 

check, to be conducted by the Federal Bureau of Investigation.  Results of the criminal record 

check must be provided to the district prior to employment.  The check shall conform to the 

applicable federal standards and shall include the taking of fingerprints. 

 

All classified employees are required to complete a criminal record check, to include the taking of 

fingerprints, prior to license renewal. 

Contracts will be issued only if prospective new employees pass the criminal record check as 

required by law. 
 

The Arkansas Department of Education will provide payment for any fee associated with the 

criminal record check for all employees. 



42 

 

 
 

CLASSIFIED PERSONNEL: POLITICAL ACTIVITY 
 

Employees are free to engage in political activity outside of work hours to the extent that it does not affect 

the performance of their duties.  
 

It is specifically forbidden for employees to engage in political activities on the school grounds or during 

work hours. The following activities are forbidden on school property: 
 

a. Using students for preparation or dissemination of campaign materials; 

b. Distributing political materials; 

c. Distributing or otherwise seeking signatures on petitions of any kind; 

d. Posting political materials; and 

e. Discussing political matters with students, in the classroom, in other than circumstances appropriate 

to the Frameworks and/or the curricular goals and objectives of the class. 

 

 

CLASSIFIED PERSONNEL: PUBLIC OFFICE 
 

An employee of the District who is elected to the Arkansas General Assembly or any elective or appointive 

public office (not legally constitutionally inconsistent with employment by a public school district) shall 

not be discharged or demoted as a result of such service. 
 

No paid leave will be granted for the employee’s participation in such public office. The employee may 

receive pay for personal leave or vacation (if applicable), if approved in advance by the Superintendent, 

during his absence. 
 

Prior to taking leave, and as soon as possible after the need for such leave is discerned by the employee, 

he/she must make written request for leave to the Superintendent, setting out, to the degree possible, the 

dates such leave is needed. 
 

An employee who fraudulently requests sick leave for the purpose of taking leave to serve in public office 

may be subject to non-renewal or termination of his employment contract. 
 

Legal Reference: A.C.A. § 6-17-115 

 

HOLDING PUBLIC OFFICE 
 

By law, a school board member may not work for the school district, which he/she serves. 
 

In addition, upon request to the school board, a maximum of five (or supply desired number) 

additional days of unpaid leave may be granted to the employee for the purposes of engaging in 

public service or related activities.  If the employee's services can be replaced by the district, the 

employee will be responsible for reimbursing the district for the expense of a substitute employee. 

. 

DISCLOSURE OF INFORMATION 

 

A current or former employer may disclose the following information about a current or former 

employee’s employment history to a prospective employer of the current or former employee upon 

receipt of written consent from the current or former employee: 
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Date and duration of employment; 

b. Current pay rate and wage history; 

c. Job description and duties; 

d. The last written performance evaluation prepared prior to the date of the request; 

e.  Attendance information; 

f.  Results of drug or alcohol tests administered within one (1) year prior to the request; 

g.  Threats of violence, harassing acts, or threatening behavior related to the workplace or 

directed at another employee; 

h.  Whether the employee was voluntarily separated from employment and the reasons for the 

separation; and 

i. Whether the employee is eligible for rehire. 
 

The current or former employer disclosing such information shall be presumed to be acting in good 

faith and shall be immune from civil liability for the disclosure or any consequences of such 

disclosure unless the presumption of good faith if rebutted upon a showing, by a preponderance of 

the evidence, that the information disclosed by the current or former employer was false and the 

current or former employer had knowledge of its falsity or acted with malice or reckless disregard 

for the truth. 

 

The consent required in Section 1 must be on a separate form from the application form, or, if 

included in the application form, must be in bold letters and in larger typeface than the largest 

typeface in the text of the application form.  The consent form must state, at a minimum, language 

similar to the following: 

 

“I, (applicant), hereby give consent to any and all prior employers of mine to provide information 

with regard to my employment with prior employers to (prospective employer). 

 

The consent must be signed and dated by the applicant.  The consent will be valid only for the 

length of time that the application is considered active by the prospective employer, but in no event 

longer than six (6) months. 
 

 

PUBLIC EMPLOYEES POLITICAL FREEDOM 
 

An employee of the district shall not be prohibited from communicating with an elected official 

concerning matters related to the employee's job, except for matters exempted under the law (A.C. 

25-19-105). 
 

According to law, it is unlawful for any public employer to discipline, threaten to discipline, to 

reprimand, either orally or written, or to place any notation in a public employee's personnel file 

disciplining or reprimanding the employee, or otherwise discriminate against a public employee 

because the public employee exercised the right to communicate with an elected public official as 

granted under the law. 
 

Any person willfully violating the provisions of the law shall be deemed guilty of a Class A 

misdemeanor. 
 

A public employer shall not be prohibited from disciplining an employee who has intentionally 

made untrue allegations to an elected official concerning matters related to the public employee's 

job. 
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PUBLIC EMPLOYEES SELLING OF MERCHANDISE OR SOLICITING FUNDS 
 

All salesmen, solicitors, collectors, etc. must present to the campus principal a signed authorization 

from the superintendent prior to visiting a district employee, other than central office staff, on that 

campus. 
 

Commercial solicitation of school employees or pupils during school hours by agents, solicitors, 

or salesmen is prohibited; however, individual teachers may confer with them on business at times 

when they are not engaged in school duties, provided they have the approval of their principals. 
 

The Board of Directors 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 any school in the 

White Hall School District must be approved in advance by the school board. 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. 
 

CLASSIFIED PERSONNEL: INSULT OR ABUSE OF STAFF 
 

Employees are protected from abusive language and conduct by state law. An employee may report to the 

police any language which is calculated to: 
 

1.  Cause a breach of the peace; 

2.  Materially and substantially interfere with the operation of the school; and/or 

3. Arouse the person to whom the language is addressed to anger, to the extent likely to cause 

imminent retaliation. 
 

Legal Reference: A.C.A. § 6-17-106  

 

STAFF PROTECTION 
 

Any person who shall abuse or insult a public school teacher who is performing normal and regular 

assigned school responsibilities shall be guilty of a misdemeanor and, when convicted, shall be 

liable for a fine of $100 - $1,500. 
 

Staff members confronted with such abuse or insult shall report the incident to the principal of the 

school and after consultation with the superintendent, take appropriate and necessary action in 

regard to the matter. 
 

It is unlawful, during regular school hours, and in a place where a public school employee is 

required to be in the course of his or her duties, for any person to address a public school employee 

using language which in its common acceptation is calculated to: 
 

a. Cause a breach of peace; 

b. Materially and substantially interfere with the operation of the school; or 

c. Arouse the person to whom it is addressed to anger, to the extent likely to cause imminent 

retaliation. 
 

A person who violates this section shall be guilty of a misdemeanor and upon conviction be liable 

for a fine of not less than one hundred dollars ($100) nor more than one thousand five hundred 

dollars ($1,500).  NOTE:  ACA 5-17-101     Death Threat – ad (d) (1) 
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DEATH THREAT CONCERNING A SCHOOL EMPLOYEE OR STUDENT 

 

A person commits the offense of communicating a death threat concerning a school employee or 

student if: 

 

a. The person communicates to any other person a threat to cause the death of a school 

employee or student; 

b. The threat involves the use of a firearm or other deadly weapon; 

c. A reasonable person would believe the person making the threat intends to carry out the 

threat; 

d. The person making the threat purposely engaged in conduct that constitutes a substantial 

step in a course of conduct intended to culminate in the commission of the threatened act; 

and 

e. There is a close temporal relationship between the threatened act and the substantial step. 

f. Conduct is not a substantial step unless it is strongly corroborative of the person’s criminal 

purpose. 

g.   Communicating a death threat concerning a school employee or student is a Class D felony 

ACA 5-17-101:  Death Threat – ad (d) (1) 

 

CLASSIFIED PERSONNEL: SCHOOL CALENDAR 
 

The superintendent shall present to the PPC a school calendar which the board has adopted as a proposal. 

The superintendent, in developing the calendar, shall accept and consider recommendations from any staff 

member or group wishing to make calendar proposals. The PPC shall have the time prescribed by law 

and/or policy in which to make any suggested changes before the board may vote to adopt the calendar.  

 

The White Hall School District shall operate by the adopted calendar.  

 

Legal Reference: A.C.A. § 6-17-201 

 

USE OF MOBILE PHONES BY SCHOOL BUS DRIVERS 

 

SCHOOL BUS: For purposes of this regulation, a school bus means every motor vehicle owned 

by a public or government agency and operated for the transportation of children to or from school 

or privately owned and operated for compensation for the transportation of children to or from 

school or school-sponsored activity. 

 

SCHOOL BUS DRIVER: Anyone operating a vehicle that meets the definition of a school bus. 

 

MOBILE PHONE: Any wireless communication device used to make or receive telephone calls, 

including hands free headphones. 

 

Mobile phones shall not be used by the bus driver while the vehicle is in motion or stopped for a 

traffic-signaling device.   

 

Usage shall only be when the school bus is safely off the roadway with the parking brake engaged.  

 

Only district-authorized mobile phones shall be operated on an Arkansas school bus. 
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The Arkansas Association of Pupil Transportation shall emphasize this prohibition in its annual 

school bus driver training. 

 

If a school bus driver violates this regulation, the school superintendent shall impose the 

appropriate discipline or penalty, as approved by the school board. 

 

 

DRUG EDUCATION:  ALCOHOL, DRUGS, AND TOBACCO  

 

The White Hall School District Board of Directors, in recognizing the nationwide increased 

incidence of drug use by students, has instructed the administrative staff to take immediate steps 

to improve the educational program so that students are made aware of the physical and 

psychological dangers incurred through the improper use of drugs. 

 

As mandated by the standards, the core curriculum for grades one through six shall emphasize 

mastery of competencies and skills in the area of the harmful effects of alcohol, drugs and tobacco. 

In addition, the staff and faculty shall place emphasis in this area at the seventh and eighth grade 

level in physical education and health education courses. The program shall meet the requirements 

of the course of study outlined by the State Board of Education. 

 

The district shall employ at least one classified person in each school to serve as the drug abuse 

prevention coordinator. Guidance counselors have been designated to serve as drug abuse 

prevention coordinators. 

 

EMERGENCY CLOSING 

 

The board authorizes the superintendent to delay the opening of school, to close school early, or 

to close school the entire day in case of hazardous weather or other emergencies, which jeopardize 

the safety of students, school staff and/or school property.   

 

When a decision has been made to delay the opening of school or to close school the entire day, 

the superintendent shall send an appropriate announcement to all radio and TV stations and placed 

on the announcement page of the district’s website, as soon as possible.  In the event school is to 

be closed early, the superintendent shall notify media, as soon as practical. 

 

When an announcement has been made that schools will be closed all day due to an emergency, 

only twelve (12) month employees are expected to report to work as soon as possible unless 

otherwise notified.  Those employees required to report to work as soon as possible will not receive 

pay for missed days.  Those employees working less than twelve (12) months will work the 

required number of days in the summer as stated in their contract. 

 

If students have reported to school, but an emergency arises during the day, they may be dismissed 

early.  In that event, all employees are to continue their work, unless otherwise notified by the 

superintendent.  Any employee who cannot report to school due to bad weather conditions (on 

days when school is in session) will be permitted to use a sick leave day.  If any employee does 

not have sufficient sick leave days, a salary deduction of the cost of a substitute will be made for 

each day missed.  
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CLASSIFIED PERSONNEL: RESPONSIBILITIES GOVERNING BULLYING 
 

Teachers and other school employees who have witnessed, or are reliably informed that, a student has been 

a victim of bullying as defined in this policy, including a single action which if allowed to continue would 

constitute bullying, shall report the incident(s) to the principal. The principal or his/her designee shall be 

responsible for investigating the incident(s) to determine if disciplinary action is warranted. 
 

District staff is required to help enforce implementation of the district’s anti-bullying policy. The district’s 

definition of bullying is included below. Students who bully another person are to be held accountable for 

their actions whether they occur on school grounds; off school grounds at a school-sponsored or school-

approved function, activity, or event; or going to or from school or a school activity. Students are 

encouraged to report behavior they consider to be bullying; including a single action which if allowed to 

continue would constitute bullying, to their teacher or the building principal. The report may be made 

anonymously. 
 

Definition: 
 

Bullying is any pattern of behavior by a student, or a group of students, that is intended to harass, intimidate, 

ridicule, humiliate, or instill fear in another child or group of children. Bullying behavior can be a threat of, 

or actual, physical harm or it can be verbal abuse of the child. Bullying also includes unacceptable behavior 

identified in this policy which is electronically transmitted. Bullying is a series of recurring actions 

committed over a period of time directed toward one student, or successive, separate actions directed 

against multiple students. 
 

Examples of "Bullying" may include but are not limited to a pattern of behavior involving one or more of 

the following: 
 

1. Sarcastic "compliments" about another student’s personal appearance, 

2. Pointed questions intended to embarrass or humiliate, 

3. Mocking, taunting or belittling, 

4. Non-verbal threats and/or intimidation such as “fronting” or “chesting” a person, 

5. Demeaning humor relating to a student’s race, gender, ethnicity or personal characteristics, 

6. Blackmail, extortion, demands for protection money or other involuntary donations or loans, 

7. Blocking access to school property or facilities, 

8. Deliberate physical contact or injury to person or property, 

9. Stealing or hiding books or belongings, and/or 

10. Threats of harm to student(s), possessions, or others. 

A school employee who has reported violations under the school district's policy shall be immune 

from any tort liability which may arise from the failure to remedy the reported incident. 
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Classified Salary Schedule 2018-2019 
 

                  

Position Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 

Secretary 
                   

Secretary Level 1 $13.83 $13.93 $14.03 $14.13 $14.23 $14.33 $14.43 $14.53 $14.63 $14.73 

Secretary Level 2 $14.02 $14.12 $14.22 $14.32 $14.42 $14.52 $14.62 $14.72 $14.82 $14.92 

Secretary Level 3 $14.19 $14.29 $14.39 $14.49 $14.59 $14.69 $14.79 $14.89 $14.99 $15.09 

Secretary Level 4 $14.66 $14.76 $14.86 $14.96 $15.06 $15.16 $15.26 $15.36 $15.46 $15.56 

Secretary Level 5 $16.05 $16.15 $16.25 $16.35 $16.45 $16.55 $16.65 $16.75 $16.85 $16.95 

 
                   

Maintenance                    

Level 1 $12.20 $12.30 $12.40 $12.50 $12.60 $12.70 $12.80 $12.90 $13.00 $13.10 

Level 2 $17.03 $17.13 $17.23 $17.33 $17.43 $17.53 $17.63 $17.73 $17.83 $17.93 

Maintenance Supervisor $25.35 $25.45 $25.55 $25.65 $25.75 $25.85 $25.95 $26.05 $26.15 $26.25 

                     

Mechanic                    

Assistant Mechanic $15.56 $15.66 $15.76 $15.86 $15.96 $16.06 $16.16 $16.26 $16.36 $16.46 

Head Mechanic $20.45 $20.55 $20.65 $20.75 $20.85 $20.95 $21.05 $21.15 $21.25 $21.35 

                     

Custodian 
                   

Level 1 $10.96 $11.06 $11.16 $11.26 $11.36 $11.46 $11.56 $11.66 $11.76 $11.86 

Level 2 (Head Custodian) $11.89 $11.99 $12.09 $12.19 $12.22 $12.39 $12.49 $12.59 $12.69 $12.79 

                     

Food Service                    

Level 1 $11.07 $11.17 $11.27 $11.37 $11.47 $11.57 $11.67 $11.77 $11.87 $11.97 

Level 2 (Manager) $13.00 $13.10 $13.20 $13.30 $13.40 $13.50 $13.60 $13.70 $13.80 $13.90 

Level 3 (Manager) $13.42 $13.52 $13.62 $13.72 $13.82 $13.92 $14.02 $14.12 $14.22 $14.32 

Level 4 (Supervisor) $18.34 $18.44 $18.54 $18.64 $18.74 $18.84 $18.94 $19.04 $19.14 $19.24 

Cafeteria Student Workers *                $8.15 $8.33 

                     

Bus Drivers                    

Level 1 $20.40 $20.50 $20.60 $20.70 $20.80 $20.90 $21.00 $21.10 $21.20 $21.30 

Level 2 $21.78 $21.88 $21.98 $22.08 $22.18 $22.28 $22.38 $22.48 $22.58 $22.68 

Level 3 $23.05 $23.15 $23.25 $23.35 $23.45 $23.55 $23.65 $23.75 $23.85 $23.95 

Level 4 $24.72 $24.82 $24.92 $25.02 $25.12 $25.22 $25.32 $25.42 $25.52 $25.62 

Level 5 $28.74 $28.84 $28.94 $29.04 $29.14 $29.24 $29.34 $29.44 $29.54 $29.64 

Level 6 $33.95 $34.05 $34.15 $34.25 $34.35 $34.45 $34.55 $34.65 $34.75 $34.85 

                     

IMPAC Lab Supervisor/ Aides                    

Office, Media, Special Needs 
Aide, ISS, Study Hall, ESL, 
PE/Duty 

$12.84 $12.94 $13.04 $13.14 $13.24 $13.34 $13.44 $13.54 $13.64 $13.74 

Bus Aide $9.09 $9.19 $9.29 $9.39 $9.49 $9.59 $9.69 $9.79 $9.89 $9.99 

JROTC Aide $10.96 $11.06 $11.16 $11.26 $11.36 $11.46 $11.56 $11.66 $11.76 $11.86 

                     

Grounds Crew                    

Grounds Assistant $9.84 $9.94 $10.04 $10.14 $10.24 $10.34 $10.44 $10.54 $10.64 $10.74 

Grounds Foreman $12.68 $12.78 $12.88 $12.98 $13.08 $13.18 $13.28 $13.38 $13.48 $13.58 

Landscaping Helper *                $8.15 $8.33 

Landscaping                $15.00 $15.00 

                     

Summer Workers                    

Summer Custodians                 $8.90 $8.90 

Teacher Workers                 $8.90 $8.90 

                     

Business Office Staff                    

Bookkeeping Assistant $18.57 $18.67 $18.77 $18.87 $18.97 $19.07 $19.17 $19.27 $19.37 $19.47 

                      

Technology                     

Technology Assistant $15.91 $16.01 $16.11 $16.21 $16.31 $16.41 $16.51 $16.61 $16.71 $16.81 

Technology Specialist $31.13 $31.23 $31.33 $31.43 $31.53 $31.63 $31.73 $31.83 $31.93 $32.03 

                   

Nurses                    
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The superintendent shall present to the PPC a school calendar which the board has adopted as a proposal. The superintendent, in developing 

the calendar, shall accept and consider recommendations from any staff member or group wishing to make calendar proposals. The PPC shall 

have the time prescribed by law and/or policy in which to make any suggested changes before the board may vote to adopt the calendar. The 

White Hall School District shall operate by the board adopted calendar.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Nurse's Aide $12.84 $12.94 $13.04 $13.14 $13.24 $13.34 $13.44 $13.54 $13.64 $13.74 

LPN $15.31 $15.41 $15.51 $15.61 $15.71 $15.81 $15.91 $16.01 $16.11 $16.21 

RN $24.20 $24.30 $24.40 $24.50 $24.60 $24.70 $24.80 $24.90 $25.00 $25.10 

 
                 

Substitute Teacher                    

Regular                $65.00 $67.00 

Long-Term (Certified Teacher)                $202.63 $202.63 

 
                 

Special Teaching Positions                    

Summer School                $27.50 $27.50 

Testing Assistant (Certified for 
Benchmark and AP Testing) 

               $27.50 $27.50 

Homebound Instruction                $30.50 $30.50 

Tutoring Before and After 
School 

               $27.50 $27.50 

Before and After School 
Detention 

               $15.50 $15.50 

Speech Therapy (Summer)                $40.50 $40.50 

 
                 

Non-Hourly Special Positions                    

Ball Game Duty $35.00/Night                   

Mentoring $600.00/Semester                   

 

           

* Those at State Minimum Wage Will Be Adjusted to the 2017-2018 Amount Once Released by ADE. 
  



50 

 

 

 

 
White Hall School District Calendar 

                       2018-2019 
 

July 31-Aug 1  New Teacher Institute (ARESC CO-OP) 
August 1, 2, and 3 District Defined Days (Teachers select two days, Classroom Planning and Prep) 
August 7, 8, and 9 District In-Service 
August 10  District Defined Day (K-5 Student/Teacher Orientation Day Only 11am-6pm) 
August 13  First Day of School 
Sept 3   Labor Day 
Oct 2   Parent Teacher Conferences K-5 (3:30-7:30 pm, Extended Day) 
October 12  1st QTR ends (44 days) 
October 15  2nd QTR begins  
October 16  Parent Teacher Conferences 6-12 (3:30-7:30 pm, Extended Day) 
November 19-23 Thanksgiving Break (School Closed) 
December 21  2nd QTR ends (45 days) 
December 24-Jan 4 Christmas Holidays (School Closed) 
January 7  3rd QTR begins 
January 21  Martin Luther King Holiday (School Closed) 
February 7  Parent Teacher Conferences K-5 (3:30-7:30 pm, Extended Day) 
February 18  President’s Day (School Closed) 
March 8   3RD QTR ends (43 days) 
March 11  4th QTR begins 
March 14  Parent Teacher Conferences 6-12 (3:30-7:30 pm, Extended Day) 
   “Kindergarten Round Up Day” 
March 15  District Defined PD Day 
March 18-22  Spring Break (All Schools Closed) 
April 5   CAPS/ARENA SCHEDULING (Secondary Reports 11-6 pm/Elem Closed) 
April 19   Good Friday (School Closed) 
May 23   4th QTR Ends (46 Days) 
May 24   District Defined PD Day 
May 27   Memorial Day 
  

Calendar 190 Days Contracted 
178 Days of Instruction 

2 P/T Conferences 
2 Flex Days on your own 

4 Days of Scheduled In-service (6 hours) 
4 Days of Approved Teacher In-service during year 

In-service = Period year June 1, 2018 – May 31, 2019 
As required by Act 1469 of 2009 and after all district approved AMI days are exhausted, any days missed will 
be made up on the following: 

Day 1 – Missed due to Inclement Weather – February 18, 2019 
Day 2 – Missed due to Inclement Weather – April 19, 2019 
Day 3 – Missed due to Inclement Weather – May 24, 2019 

Day 4 – Missed due to the Inclement Weather – May 28, 2019 
Day 5 – Missed due to the Inclement Weather – May 29, 2019 

District Defined Staff Development would occur on May 30, this would conclude Teacher contracts i  
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CLASSIFIED PERSONNEL REDUCTION IN FORCE 

. 

SECTION ONE 

 

The School Board acknowledges its authority to conduct a reduction in force (RIF) when a decrease in enrollment 

or other reason(s) make such a reduction necessary or desirable. A RIF will be conducted when the need for a 

reduction in the work force exceeds the normal rate of attrition for that portion of the staff that is in excess of the 

needs of the district as determined by the superintendent.  

 

In effecting a reduction in force, the primary goals of the school district shall be: what is in the best interests of the 

students; to maintain accreditation in compliance with the Standards of Accreditation for Arkansas Public Schools 

and/or the North Central Association; and the needs of the district. A reduction in force will be implemented when 

the superintendent determines it is advisable to do so and shall be effected through non-renewal, termination, or 

both.  Any reduction in force will be conducted by evaluating the needs and long- and short-term goals of the school 

district in relation to the staffing of the district.  

 

If a reduction in force becomes necessary, the RIF shall be conducted separately for each occupational category of 

classified personnel identified within the district on the basis of each employee’s years of service. The employee 

within each occupational category with the least years of experience will be laid off first. The employee with the 

most years of employment in the district as compared to other employees in the same category shall be laid off 

last. In the event that employees within a given occupational category have the same length of service to the district 

the one with the earlier hire date, based on date of board action, will prevail. 

 

When the District is conducting a RIF, all potentially affected classified employees shall receive a listing of the 

personnel within their category with corresponding totals of years of service. Upon receipt of the list, each employee 

has ten (10) working days within which to appeal his or her total years of service to the superintendent whose 

decision shall be final. Except for changes made pursuant to the appeals process, no changes will be made to the list 

that would affect an employee’s total after the list is released. 

 

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

left the district and returned later will have the total years of service counted, from all periods of employment. 

Working fewer than 160 days in a school year shall not constitute a year. Length of service in a licensed position 

shall not count for the purpose of length of service for a classified position. There is no right or implied right for any 

employee to “bump” or displace any other employee. This specifically does not allow a licensed employee who 

might wish to assume a classified position to displace a classified employee.  

 

Pursuant to any reduction in force brought about by consolidation or annexation and as a part of it, the salaries of all 

employees will be brought into compliance, by a partial RIF if necessary, with the receiving district’s salary 

schedule. Further adjustments will be made if length of contract or job assignments change. A Partial RIF may also 

be conducted in conjunction with any job reassignment whether or not it is conducted in relation to an annexation 

or consolidation. 

 

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

vacancy comparable as to pay, responsibility and contract length to the position from which the employee was non-

renewed, and for which he or she is qualified for a period of up to two (2) years, with the starting date of the two (2) 

year period being the date of board action on the non-renewal recommendation.  The non-renewed employee shall 

be eligible to be recalled for a period of two (2) years in reverse order of the layoff to any position for which he or 

she is qualified. No right of recall shall exist for non-renewal from a stipend, or non-renewal or reduction of a 

stipend, or non-renewal to reduce contract length. Notice of vacancies to non-renewed employees shall be by first 

class mail to all employees reasonably believed to be both qualified for and subject to rehire for a particular position 

and they shall have 10 working days from the date that the notification is mailed in which to conditionally accept or 

reject the offer of a position with the actual offer going to the qualified employee with the most years of service who 

responds within the 10 day time period. A lack of response or a non-renewed employee’s refusal of an offer of a 
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position or an employee’s acceptance of a position but failure to sign an employment contract within two business 

days of the contract being presented to the employee shall end the district’s obligation to rehire the non-renewed 

employee and no further rights to be rehired shall exist. 

 

SECTION TWO 

 

The employees of any school district which annexes to, or consolidates with, the White Hall School District will be 

subject to dismissal or retention at the discretion of the school board, on the recommendation of the superintendent, 

solely on the basis of need for such employees on the part of the White Hall School_ District, if any, at the time of 

the annexation or consolidation, or within ninety (90) days after the effective date of the annexation or consolidation. 

The need for any employee of the annexed or consolidated school district shall be determined solely by the 

superintendent and school board of the White Hall School_ District. 

 

Such employees will not be considered as having any seniority within the White Hall School District and may not 

claim an entitlement under a reduction in force to any position held by a White Hall School District employee prior 

to, or at the time of, or prior to the expiration of ninety (90) days after the consolidation or annexation, if the 

notification provision below is undertaken by the superintendent. 

 

The superintendent shall mail or have hand-delivered the notification to such employee of his intention to 

recommend non-renewal or termination pursuant to a reduction in force within ninety (90) days of the effective date 

of the annexation or consolidation in order to effect the provisions of this section of the White Hall School District’s 

reduction-in-force policy.  Any such employees who are non-renewed or terminated pursuant to Section Two are 

not subject to recall.  Any such employees shall be paid at the rate for each person on the appropriate level on the 

salary schedule of the annexed or consolidated district during those ninety (90) days and/or through the completion 

of the reduction-in-force process.   

 

This subsection of the reduction-in-force policy shall not be interpreted to provide that the superintendent must wait 

ninety (90) days from the effective date of the annexation or consolidation in order to issue notification of his 

intention to recommend dismissal through reduction-in-force, but merely that the superintendent has that period of 

time in which to issue notification so as to be able to invoke the provisions of this section. 

 

The intention of this section is to ensure that those White Hall School District employees who are employed prior 

to the annexation or consolidation shall not be displaced by employees of the annexed or consolidated district by 

application of the reduction-in-force policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


