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NOTICE

This Employee Handbook attempts to summarize
and discuss various policies and procedures of our
school system for the information and convenience
of our employees. This handbook carries a
condensed version of many Ascension Parish
School Board policies and administrative
procedures and should not be substituted for the
official Policy Manual. The Policy Manual contains
the actual operational policies of the Board and is
revised continuously. Copies of the Ascension
Parish School Board Policy Manual can be found at
the School Board Office and on our website at
www.ascensionschools.org. If there are any
discrepancies between this handbook and the
official Policy Manual, the Policy Manual will
prevail. Likewise, if there are any discrepancies
between this handbook and state or federal law,
the applicable law will prevail.

This handbook has been prepared as a guide for
employment and includes practices,
responsibilities, and benefits for the employees of
the Ascension Parish School Board. All employees
are expected to read, understand, and comply with
the provisions of the handbook. If you have any
questions about any handbook provisions, please
consult the Human Resources Department.
Employees are also encouraged to fully review the
School Board’s complete policies found online, or
at the School Board Office.

The language in this handbook is not intended to
create a contract between the Ascension Parish
School Board and its employees, and it should not
be construed as promising or guaranteeing
continued benefits or employment. Unless you
have a written contract of employment with the
Ascension Parish School Board, all employment
with the Ascension Parish School Board is at- will
and nothing contained in this handbook is
intended to alter the at-will status of its
employees.
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EQUAL EMPLOYMENT
OPPORTUNITY STATEMENT

It is the policy of the Ascension Parish School
Board that no person in the school district shall, on
the basis of age, race, color, creed, disability,
religion, national origin, veteran status in its
educational programs and activities, sex, or similar
personal distinction be denied the benefits of, or
be subject to discrimination in regard to
employment, retention, promotion, transfer, or
dismissal in any educational program or activity
under the jurisdiction of the board.

Any individual having a question about this policy
or concern that the policy is not being followed
should immediately contact the Superintendent at
1100 Webster Street, Donaldsonville, LA, 70346,
and 225-391-7000 or 225-257-2000.
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ASCENSION

*IPUBLIC SCHOOLS

CORE VALUES
LEADERSHIP

Positively Influencing Each Other

* By acknowledging leadership as not a position, but a disposition

* By sharing knowledge and expertise that shapes our vision and future
* By understanding various perspectives and leveraging the strengths of others

® By committing to truth, integrity, justice and emotional intelligence

LEARNING

Embracing New Opportunities for Each Other

e By identifying areas of new learning

* By engaging with others to share knowledge
* By creating opportunities for personal growth and the growth of others

* By accepting change and innovation with flexibility, creativity and determination

Relentless Commitment to Each Other

* By using individual talents to collectively benefit others
* By recognizing the unique needs of each individual
® By committing to hard work, equity and removing barriers

* By accepting and finding solutions to challenges through integrity, compassion and honesty

Believing in Each Other

e By sharing accountability for organizational tasks, goals and activities

* By assisting others and seeking help from others
* By embracing challenges to achieve common goals with positive attitudes

* By committing to behaviors of respect, tolerance and trust



OUR MISSION

Focusing on Each and Every Student.

To provide every child the high-quality
education necessary to success in an ever-
changing world.

OUR VISION

Creating Opportunities.

A world in which every child is prepared to
successfully pursue postsecondary
opportunities choice.

OUR PURPOSE

Providing Quality Experiences Every Day.

Ascension Public Schools will work in unison to
provide daily quality experiences for students
so they have every opportunity to attain high
levels of academic development
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. EMPLOYMENT OF PERSONNEL

Employees are hired by a letter from the Superintendent. Prior to receipt of the employment letter, newly
hired employees are required to submit (to) the following: (a) necessary information for a criminal background
check; (b) drug screening; (c) pre-employment forms and documentation. Initial employment is always
contingent upon satisfactory reports from the criminal background check and drug screening. All employees
are required to indicate acknowledging receipt of their Employee Handbook.

Il. CRIMINAL HISTORY OF APPLICANTS

The School Board shall require, in accordance with state law, all applicants for employment with the School
Board to submit necessary information regarding their backgrounds. A prospective employee that may be
employed in a position having responsibility for the care, control, supervision and/or discipline of minor
children shall be required to provide authorization for the disclosure of any information regarding past
criminal activities.

Prospective employees are responsible for scheduling and completing fingerprint and/or criminal background
check prior to start date of their employment. No employee will start work until fingerprinting has been
cleared through the database.

Please note the following:

(1) No person who has been convicted of or has plead nolo contendere to crimes outlined in state law shall be
hired as a teacher, substitute teacher, or other professional employee who might reasonably be expected to be
placed in a position of supervisory or disciplinary authority over school children.

(2) Any employee who has supervisory or disciplinary authority over school children upon the final conviction
of such teacher of any crimes enumerated, or who has plead nolo contendere, may be dismissed following a
hearing held in accordance with statutory provision.

(3) Any other school employee having supervisory or disciplinary authority over school children may be
dismissed if such employee is convicted of or pleads nolo contendere to enumerated crimes.

lll. PERSONNEL RECORDS (Reference Policy GAK)

A personnel file shall be accurately maintained in the central administrative office for each present and former
employee. Each employee has the right to view his/her personnel file. He/She should contact the Director of
Human Resources via written request to access this record. The contents of a school employee’s personnel file
shall not be divulged to third parties without the expressed written consent of the school employee, except
when ordered by a court or a subpoena, or in accordance with School Board policy (Reference Policy GAK).

No document (except routine record keeping) shall be placed in an employee’s personnel file until that school
employee has been presented with the original document and a copy prior to filing. The employee shall sign
the original document acknowledging receipt of the copy. The signature shall not be construed as an
agreement on the contents of the document. If an employee refuses to sign a document pertaining to a
disciplinary action taken against an employee, the Supervisor presenting the documents should have two (2)
witnesses sign to attest that the employee was presented with the document but refused to sign prior to the
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document being placed in that employee’s personnel file. Refusal to sign the documents may result in other
disciplinary actions.

Any rebuttal or response to a document placed in an employee’s personnel file shall be submitted by the
employee within fifteen (15) school days of the date the original document was signed. The time period may
be extended for ten (10) days provided a written request is made for such an extension within the original
fifteen (15) day period.

IV. PAYROLL

A. Paychecks will be distributed on or about the 15th of each month for 9- and 9 ¥2-month
employees, and on or about the 25th of the month for 10, 11, and 12-month employees. If the 15th or
25th falls on a weekend, those checks will be distributed on the last working day prior to the 15th or
25th. Dates of paychecks and pay period cutoff dates will be made available to employees each year. All
employees will be paid over a 12-month period.

B. Direct Deposit of paychecks is mandatory for all employees. For any changes or questions
regarding direct deposit, please contact the Payroll Department (payroll@apsb.org).

C. Mandatory Deductions. Law requires the following payroll deductions:

o Withholding for federal and state income taxes

o Medicare deductions for employees hired after May 1, 1986
o Retirement (FICA for part-time employees)

o Garnishments, tax levies, etc.

D. Voluntary Deductions

. Medical Insurance

. Dental Insurance

° Vision Insurance

o Supplemental Insurances
o Professional Dues

. 403(b)/457(b) Annuity

o United Way

o Organization Dues
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E. Credit for Experience and Advanced Degrees

An employee on the Teacher Salary Schedule will be placed on the experience level corresponding to
the number of years of qualified experience that has been verified on our official form. The form is
located on the HR section of the APSB website. Qualified experience includes full time experience in a
state-approved public or private school or in an American school in a foreign country. Full-time
university teaching experience (but not graduate assistantships) is also counted, as is experience at the
State Department of Education, if the position requires a teaching certificate. A teacher must work at
least one full semester in a school year to be given credit for it. Only one year of experience may be
earned in any one school year. He/she will be paid for the highest degree that appears on his/her
teaching certificate. When a teacher is awarded an advanced degree, he/she will be paid according to
the salary schedule for that degree, beginning with the payroll period following the date that the
degree is placed on his/her teaching certificate.

A new employee not on the Teacher Salary Schedule will be placed at the zero step of the pay
schedule, which corresponds, to his/her position, in accordance with policy GBA. New hires hired in a
non-certified position can receive credit up to 5 years of prior experience and have their salary
adjusted in accordance with APSB Salary Schedule. Further instructions are located on APSB’s Human
Resources Section on our website.

F. Compensatory Time
Personnel who are eligible for overtime compensation shall be allowed to bank overtime as
compensatory (comp) time for the time worked in excess of forty (40) hours per week.

Eligible employees are those employees who have been classified as nonexempt for purposes of
overtime compensation in accordance with the Fair Labor Standards Act. Therefore, as a condition of
employment and for use of compensatory time in lieu of overtime payment, the Ascension Parish
School Board shall allow the use of compensatory time off in lieu of payment at a rate of time and a
half.

The following conditions shall apply:
o Employees may bank up to 120 hours (120 = 80 hrs of overtime x 1.5).
o Employees will be allowed to use banked comp time with prior approval from their immediate
supervisor.
o Any employee that has 80 hours bank comp time must get approval from the appropriate
director before working any overtime.

Refer to Policy GBAA for further information.

V. MEDICAL INSURANCE (Reference Policy EGA)

Medical Insurance may be elected by full-time employees through the Ascension Parish School Board Medical
Insurance Plan. The School Board pays a portion of the premium, and the employee pays the remainder as a
payroll deduction. Employees may elect not to have coverage. Full-time employees are also provided dental
and vision coverage at no cost to them, and may elect these coverages for family members, at an additional
cost to be paid by the employee. Open Enrollment occurs each year in which employees are able to make
insurance benefit changes during the selected time period. These elections will be effective for the following
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benefit year, beginning on November 1. Employee’s insurance coverages become effective the 1% of the
month after 30 days of being hired. Please check with the Insurance Department to verify your coverage.

Employees should notify the Insurance Department as soon as possible of any changes in dependents or
beneficiaries so that there will be no lapse in coverage. To add coverage for a newborn child, the employee
must contact the insurance personnel in the Human Resources Department to complete necessary paperwork
and submit required documents within 30 days of the child’s birth. Employees should also notify the insurance
department as soon as a covered dependent becomes ineligible for medical insurance. Dependents become
ineligible at age 26 and coverage ends on the last day of the month in which the dependent turns 26. Any
qualifying event changes must occur within 30 days of the event. Failure to contact the Insurance
Department within this time frame or failure to submit required documents may result in lapse of insurance
coverage.

VI. EMPLOYEE ABSENCES (Reference Policy GBRB)

A. Reporting Absences

All employees are required to notify their immediate supervisor as soon as reasonably possible in advance of
any absence. In addition, all employees are required to enter absences in Nova Time. In addition to the Nova
Time entry, employees requiring a substitute in their absence will need to contact to Kelly Services. Failure to
abide by this policy will result in a corresponding deduction from the employee's accrued annual leave.
Violations of this policy may also result in disciplinary action up to and including termination.

B. Employee Attendance
The following procedures will be used to enforce the APSB Employee Attendance Policy, Policy GBRB.
1. If an employee is absent beyond his or her sick leave allocation for the current year, he or she will have
a conference with the Principal or Supervisor to discuss the excessive absences.
a. Written documentation will be kept by the Principal or Supervisor indicating that a conference
was held to discuss excessive absences.
b. A copy of the documentation will be given to the employee and to Human Resources for filing in
the employee’s personnel file.
2. If an employee’s absences continue, they are in direct violation of Policy GBRB and may be subject to
corrective disciplinary actions.
a. If an employee’s absences continue, the Principal or Supervisor will submit a letter of
recommendation to the Superintendent for appropriate disciplinary action to be taken.
b. A copy of this letter will be given to the employee and Human Resources for filing in the
employee’s personnel file.
3. In a conference with the employee, the Principal or Supervisor and the Superintendent or designee will
discuss his/her recommendations, which may include suspension or termination.

C. Time Clock Procedure

All employees (non-exempt) are required to use the time clock system to record their hours worked. Non-
exempt employees are required to clock in and out for payroll and attendance purposes. Exempt employees
may be required to use a time clock for attendance purposes at the discretion of their Supervisor.

Employees should clock in no more than seven (7) minutes before or after the scheduled shift and clock out
more than seven (7) minutes before or after the scheduled shift. If an employee misses the window for clocking
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into the timekeeping system, the employee should notify the Supervisor as soon as possible. The supervisor will
manually enter the employee’s work hours via the timekeeping system. Employees who repeatedly miss time
clock entries will be subject to disciplinary action.

D. Prohibited Time Clock Procedures

Employees are strictly prohibited from using another employee’s assigned employee number to clock in or
clock out for another employee. Any employee found clocking in or clocking out for another employee will be
subject to disciplinary actions up to and including termination. Any employee allowing another employee to
use his/her employee number to clock in/out for that person will also be subject to disciplinary actions up to
and including termination.

E. Sick/Emergency Leave

Each 9-, 9.5-, and 10-month employee shall be granted 10 days absence per year because of personal illness,
extenuating circumstances or other emergencies without loss of pay. 12-month employees shall be granted
12 such days. However, no employee shall be allowed any sick leave until he/she reports for duty and
performs work. Unused sick/emergency leave, shall be allowed to accumulate to the credit of the employee
without limitation. Any employee who begins employment in the second month of the school year or later will
earn sick leave according to the following schedule:

Employees Hired 9, 9.5, 10-month 12-month
employees employees
In the month of July -- 12 days
In the month of August 10 days 11 days
In the month of September 9 days 10 days
In the month of October 8 days 9 days
In the month of November 7 days 8 days
In the month of December 6 days 7 days
In the month of January 5 days 6 days
In the month of February 4 days 5 days
In the month of March 3 days 4 days
In the month of April 2 days 3 days
In the month of May 1 day 2 days
In the month of June 0 days 1 days

Employees on Louisiana Extended Sick Leave, Leave Without Pay or on Worker's Compensation will not
automatically receive their sick leave at the beginning of the fiscal year, but will receive their sick days once
they physically report to work each fiscal year.
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An employee who is absent for six (6) or more consecutive days shall be required to present a certificate from
a physician certifying such absence upon return to work. In the case of repeated absences of less than six days
because of illness, APSB reserves the right to require verification of illness. Should a pattern of behavior so
warrant, upon the request of the Superintendent or his/her designee, the employee shall be required, at the
expense of the school system, to provide a certificate from a physician specified by the school system, in order
to verify the existence of a medical disability. (See Policy GBRIB)

All sick leave accumulated by a teacher or school employee, but not a bus driver, shall be vested in the
teacher or employee. If a teacher or employee transfers to another public-school system in Louisiana,
he/she can be credited with the number of days vested, according to Policy GBRIB. This information is
included on the form that is given to new hires for credit for years of experience.

The School Board will pay an employee upon retirement, or to the employee’s heirs or assigned upon his/her
death prior to retirement, for any unused sick leave, not to exceed 45 days. Such pay shall be at the daily rate
of pay paid to the employee at the time of his/her retirement or death.

Reference School Board Policy GBRIB for further information.

SEVERANCE PAY UPON DEFERRED RETIREMENT OPTION PROGRAM
(DROP)

Any employee of the School Board who participates in the Deferred Retirement Option Program (DROP) shall be
eligible for and may elect to receive a one-time basis severance pay (accrued sick leave up to a maximum of forty-five
(45) days) upon entering DROP on the same basis as any other employee who retires; otherwise, any accrued sick leave
shall be paid only upon final retirement of the employee.

F. Bereavement (Reference policy GBRIB). Two (2) days bereavement leave shall be granted to
employees in the event of the death of an immediate family member without the absence(s) being charged to
either sick leave or annual leave.

Immediate family shall be defined as spouse and children; mother and father or that of the spouse; brothers
and sisters and their spouses or that of the spouse; and the employee's grandparents, spouse's grandparents,
grandchildren, daughter-in-law, and son-in-law.

If additional days are requested, the employee may utilize a maximum of 3 sick days if there are sick days
remaining. If the employee has exhausted all sick leave, the time will be deducted from pay. The principal or
department head shall be responsible for verifying bereavement leave requested.

Reference School Board Policy GBRIB for further information.

G. Extended Sick Leave (Reference Policy GBRIB). If an employee is absent after having exhausted all
his/her accumulated sick leave, he/she shall be docked a full day’s pay for each day’s absence, with the
following exception:

e A full-time employee who has exhausted all accumulated sick leave and is absent due to a medical
necessity in his/her immediate family (for the purpose of this type of extended leave, immediate
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family is defined as spouse, child, or parent of the employee) shall be granted up to 90 days of
extended sick leave in a six-year period. Employees in non- certified teaching positions must be
absent for ten (10) consecutive days to be eligible to apply for Extended Sick Leave. Employees in
certified teaching positions must exhaust all their sick leave in order to become eligible for extended
sick leave. The original application for extended sick leave, accompanied by a statement from a
licensed physician certifying the need for the leave, must be submitted to the Human Resources
Department prior to the extension of such leave. If an employee is unable to submit the application
and physician’s statement prior to the commencement of the leave, the application and statement
shall be submitted as soon as practicable but no later than three days from the date the employee
returns to work. Applications not received within the required time may be denied. Leave forms and
additional leave information can be found at https://www.ascensionschools.org/page/hr-leave.
Employees on approved extended medical leave shall be paid at a rate of 65% of the daily rate of
pay that they were making at the time the leave began. Employees on extended medical leave may
not be employed elsewhere unless all the following conditions are met:

o The employment is no more than 20 hours per week.

o The employee has worked at the part-time job at least 120 days prior to the inception of the
extended medical leave.

o The doctor who recommended the extended medical leave certifies that the part-time
employment will not interfere with the purpose of the leave.

NOTE: Medical necessity shall be the result of a catastrophic illness or injury, which means a life-
threatening, chronic, or incapacitating condition.

H. Personal Leave (Reference Policy GBRIA). Teachers and all other employees, except bus drivers and
those who receive annual leave, are eligible for two days of personal leave during each school year. Personal
leave is to be used as determined by the individual. Notice must be given to the employee’s immediate
supervisor at least 24 hours prior to taking such leave. The two personal days are neither cumulative nor
payable upon death or retirement. Personal leave shall be charged to and deducted from current or
accumulated sick leave. If no accumulated sick leave remains, the employee’s full pay shall be docked.

I. Maternity Leave (Reference Policy GBRIC). The Ascension Parish School Board shall grant to
regularly employed employees maternity leave for time before and after childbirth upon proper application
to the Superintendent for maternity leave. Such request shall be made prior to the fifth month of pregnancy
and shall be accompanied by a physician's statement attesting to the need of the leave for maternity
purposes.

The maternity leave provided for herein shall be without pay and shall not affect tenure or salary rights
acquired prior to taking such leave. Time spent on maternity leave shall not be counted toward acquiring
tenure or for salary schedule purposes. Maternity leave for the period of disability occasioned by pregnancy
and/or childbirth shall not interrupt the consecutive service for sabbatical leave purposes.

Employees desiring to use current and accumulated sick leave days in lieu of maternity leave shall state such

request and anticipated number of days to be used on the application for sick leave, in accordance with
provisions found in School Board Policy GBRIB, Sick Leave.
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J. Vacation Leave (Reference Policy GBRK)
All twelve-month employees shall be granted annual leave. Employees hired during a fiscal year shall be
granted 2.5 days of vacation after 3 months of employment, and .834 days of vacation for each month
worked during fiscal year thereafter, up to a maximum of ten (10) days. All other twelve-month employees
shall be granted annual leave as follows:

10

11

12

13

14+

Years of
Service

10

11

12

13

14

15

16

17

18

19

20

Annual Leave
Granted
(In days)

Monthly Accrual
Rate (In days)

0.834
0.917
1.000
1.084
1.167
1.250
1.334
1.417
1.500
1.584

1.667

Vacation leave shall be credited on a monthly basis according to the accrual rates indicated above. Annual
leave may be accumulated and carried forward as earned up to a maximum of twenty (20) working days. If
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any employee’s annual leave balance reaches twenty (20) days, the accrual of leave will stop until the
employee’s balance falls below the maximum of twenty (20) days.

Certificated employees. For purposes of this policy, certificated employees are defined as those
employees who possess a certificate issued by the Louisiana Department of Education at the time of their
initial hiring by the Ascension Parish School Board. At the time of hire, such certificated employees will be
granted vacation according to the schedule above. Total years of service, both in and out of the school
district as a certificated employee, shall be counted for the initial allocation of annual leave and vacation
accrual for that employee.

Non-certificated employees. For purposes of this policy, non-certificated employees are all employees
who are not certificated employees. At the time of hire of a non-certificated employee, the Superintendent is
authorized to award the non-certificated employee credit for prior years of experience or service worked
outside of the Ascension Parish School Board school district if, in the exclusive discretion of the
Superintendent, the prior experience or service aligns to the new employment position with the Ascension
Parish School Board. The maximum credit that will be granted in this manner shall be five (5) years.

Please refer to Policy GBRK.

K. Professional Leave (Reference Policy GBRH). An employee may be granted professional leave to
attend an educationally related conference, meeting, or convention, if such attendance is considered to be in
the best interest of the school system. The employee’s supervisor and/or Superintendent must approve
professional leave in advance. The request for professional leave must be submitted on the official request at
least two weeks in advance of the requested leave, but as far in advanced as possible.

L. Sabbatical Medical Leave (Reference Policy GBRHA). A teacher may apply for medical sabbatical
leave, which shall be accompanied by a statement from a licensed physician certifying that the leave is
medically necessary. Teachers are eligible for two semesters immediately following twelve or more semesters
of consecutive service or one semester immediately following six semesters of consecutive service. Leave
without pay is deemed to be an interruption of consecutive service (i.e. a docked day). The pay will be 65% of
the teacher’s pay at the time the leave begins. Medical sabbatical leaves that begin after a semester has
started will terminate at the end of that semester (or at the end of the next semester, if the leave was for two
semesters). Sabbatical medical leave must be applied for on the approved form and submitted to the
superintendent at least 60 days preceding the beginning of the semester of the school year for which leave is
requested. In case of emergency, the request may be submitted 30 days prior.

An employee on sabbatical medical leave may not be otherwise employed unless all the following criteria are
met:
e Employment is for no more than 20 hours per week.
e The employee has been working in this part-time job 120 or more days prior to the beginning of the
sabbatical leave
e The physician who recommended the leave certifies that part-time employment does not impair the
purpose for which the leave is required.
e The School Board authorizes the part-time work.
e The employee is not working for any public or private elementary or secondary school in Louisiana
or in any other state.
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Sabbatical request forms can be requested through the Human Resources Department (leave@apsb.org)
and also found on the leave section of the APSB Human Resources website (hr.apsb.org).

M. Sabbatical Leave for Professional Development (Reference Policy GBRHA). Teachers are
eligible for two semesters of sabbatical leave for professional development immediately following twelve or
more semesters of consecutive service or one semester immediately following six semesters of consecutive
service. Leave without pay is deemed to be an interruption of consecutive service (i.e. a docked day). They are
required to earn nine (9) undergraduate credit hours, provided such hours directly improve the person's skills
and knowledge as a teacher, or six (6) graduate credit hours, or be certified as a fulltime student at an
institution of higher learning accredited by the respective State Board of Education or territorial board in
which such institution is located.

The pay will be 65% of the teacher’s pay at the time the leave begins. Sabbatical leave for professional
improvement must be applied for on the approved form and submitted to the Superintendent at least 60 days
preceding the beginning of the semester of the school year for which leave is requested. Teachers on
professional sabbatical leave are prohibited from employment by any public or private elementary or
secondary school in Louisiana or any other state.

Sabbatical request forms can be requested through the Human Resources Department (leave@apsb.org)
and also found on the leave section of the APSB Human Resources website (hr.apsb.org).

N. Military Leave (Reference Policy GBRID). Leave with pay for military purposes, not to exceed fifteen
(15) working days in one calendar year, shall be granted to 12-month employees or to employees called to
emergency duty during the school year. Leave without pay shall be granted when leave is for more than
fifteen (15) working days or to other employees who do not qualify for leave with pay. All requests for military
leave shall be presented to the School Board for approval and must be accompanied by proper documents
attesting to call to duty.

An employee on extended military leave (longer than fifteen (15) days) must apply for reinstatement of his/her
former position within thirty (30) days after end of leave; he/she shall then be reinstated at the salary then in
force in the salary schedule. The Board may transfer the employee to a position of comparable status if, in the
opinion of the Board, such action is beneficial to the school system.

O. Family and Medical Leave (Reference Policy GBRIBA).
1. FMLA

The Ascension Parish School Board shall permit qualified employees to take up to twelve (12) workweeks of
unpaid leave in a twelve (12) month period for family and medical reasons. Employees qualifying for family
and temporary medical leave shall have been employed by the Board for the previous twelve (12) months
prior to the date of the leave to be taken. For the purposes of this policy, the 12-month period shall begin
the 1°' day of qualified FMLA leave. Such unpaid leave may only be taken for the following reasons:

1. For the birth of the employee’s son or daughter or for the placement with the employee of a son or
daughter for adoption or foster care, and to care for the newborn or newly placed child;

2. To care for the employee’s spouse, son, daughter, or parent with a serious health condition;

3. Because of a serious health condition that makes the employee unable to perform one or more of the
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essential functions of his or her job; and

4. Because of any “qualifying exigency” arising out of the fact that the employee’s spouse, son, daughter, or
parent is a military member on covered active duty status (or has been notified of an impending call or order
to covered active duty).

Leave shall be taken for birth or placement of a child only within twelve (12) months of the birth or
placement.

Generally, the time taken for family and medical leave shall be on a continuous basis. However, the employee
shall be permitted to take leave on an intermittent or reduced basis to care for a seriously ill family member
or the employee's own iliness when medically necessary. An employee may take intermittent leave for the
birth or adoption of a child only with the Board's approval.

If a teacher's period of absence on intermittent leave amounts to more than 20% of classroom time, the
teacher may be required to take continuous leave throughout the treatment period or be placed in an
equivalent position that would not be so disruptive to the classroom.

An employee shall be required to request leave by providing the Board at least thirty (30) days’ notice prior to
any leave being taken for the birth or adoption of a child, or for any planned or foreseeable medical
treatment. For emergency treatment, or circumstances where thirty (30) days’ notice cannot be provided, the
employee shall notify the Board of the leave to be taken as soon as possible. Medical certification may be
required by the Board at the time leave is requested.

The employee shall be required to substitute any accumulated sick leave and/or annual leave for any family
and medical leave time requested. If paid leave is used by an employee, the Board shall provide only enough
unpaid family and medical leave time to total the allowed twelve (12) week period.

Any employee taking family and medical leave shall have the right to return to their previous position or an
equivalent position with no loss in benefits at the end of the leave period. An employee returning to service
at the end of their leave period for personal medical reasons shall be required to present to the Human
Resources Department a letter from their doctor certifying that the employee is able to return to work.

2. Military Family Leave
Qualifying Exigency Leave
Eligible employees who are the spouse, son, daughter, or parent of a military member may take up to 12 weeks
of FMLA leave during any 12-month period to address the common issues that arise when a military member is
deployed to a foreign country. This provision applies to the families of members of both the active duty and
reserve components of the Armed Forces.

Military Caregiver Leave

Eligible employees who are the spouse, son, daughter, parent or next of kin of a covered service member may
take up to 26 weeks of FMLA leave during a single 12-month period to care for the service member who is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on
the temporary disability retired list, for a serious injury or illness incurred or aggravated in the line of duty on
active duty. This provision applies to the families of members of both the active duty and reserve components
of the Armed Forces.
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A covered service member is either:

e A current member of the Armed Forces (including a member of the National Guard or Reserves) who is
under treatment, recuperation, or therapy, is in outpatient status, or is on the temporary disability retired list,
for an illness, or

« A veteran of the Armed Forces (including the National Guard or Reserves) discharged within the five-year
period preceding the date the employee first takes military caregiver leave to care for the veteran and who is
undergoing medical treatment, recuperation, or therapy for a qualifying serious injury or illness.

P. Leave Without Pay (Reference Policy GBRIA).

The Superintendent may grant leave of absence, without pay, to any regularly employed teacher or other
employee at its discretion for periods of time not to exceed one year. Such leave shall be granted by the
Superintendent, upon proper request in writing by the employee, whenever in the discretion of the
Superintendent such leave is in the best interest of the school district. Request in writing must include the
employee’s name, position, school or location, specific dates of leave without pay request and an explanation
of the reason for requesting leave without pay.

At the time leave without pay is granted, the Superintendent may declare at its discretion that all or certain of
such leaves shall not be deemed to interrupt active service for sabbatical leave purposes.

Leave without pay is not guaranteed and is at the discretion of the Superintendent. Any Leave Without Pay
Request will require HR to contact the employee’s supervisor regarding the employee’s leave without pay
request.

Continuation of benefits

Employees will be allowed to continue benefits while on leave without pay but will be required to pay both the
employee and employer portion of premiums after 12 weeks on leave without pay. Payment plans must be
arranged in advanced with the Insurance Department. Payments are due by the date your regular payroll.

In the event leave without pay is granted for a period beyond 12 weeks, the employee will be responsible for
100% of benefit premiums after the initial 12-week period.

For benefits that may be continued beyond the 12 weeks, the employee must arrange in advance to pay any
required premium(s)-both employee and employer portions-directly to the insurance office. If the employee
chooses not to continue your sponsored coverage, or if you do not pay your premium(s) on time, your
coverage will end on the last day of the month for which premiums or contributions are paid.

It is the employee’s responsibility to contact the Insurance Department to arrange payments. Failure to
contact the Insurance Department prior to leave without pay may result in loss of coverage. Contact
information for the Insurance Department can be found on the Human Resource’s website-
https://www.apsb.org/page/insurance-benefits.

Q. Jury Duty (Reference Policy GBRIH)

The Board shall grant a leave of absence to any regularly employed person of the school system who has been
called or subpoenaed to serve jury duty. Such leave shall be granted for the period of time required to serve
such jury duty without loss of sick, emergency, or personal leave or any other benefit. Jury duty shall not be
deemed to interrupt service accumulated toward sabbatical leave.
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Anyone serving on jury duty shall receive his/her regular salary and may keep the compensation received as
juror. Said employee shall be responsible for submitting verification of call or subpoena for jury duty to the
Superintendent or his designee to be eligible to receive leave for jury duty. Any employee abusing said leave
shall be subject to disciplinary action.

VIl. EMPLOYEE CONDUCT (Reference Policy GBRA)

Ascension Parish School Board's Employee Conduct and Work Rules ensures orderly operations and provide
the best possible work environment. Ascension Parish School Board expects employees and others who may
from time to time be engaged to provide services, such as temporary personnel, consultants and independent
contractors, to follow these rules of conduct while on Ascension Parish School Board premises, attending APSB
functions or otherwise performing work-related activity.

In addition to maintaining and enforcing this policy to protect the interests and safety of all employees and the
organization, Ascension Parish School Board complies with all applicable federal, state and local laws and
regulations concerning employer/employee rights and obligations.

As always, as employees of Ascension Parish School Board, we conduct ourselves with our CORE values in
mind: Leadership, learning, services and teamwork.

VIIl. EMPLOYEE DISCIPLINE (Reference Policy GBK)

The Superintendent and his/her designee shall possess the authority to discipline employees when an
employee's behavior warrants such action. A principal shall have the authority to recommend to the
Superintendent when appropriate that employees at the school in which he/she is employed should be
disciplined.

Discipline of an employee shall be progressive in nature such that penalties for poor job performance or
broken rules become increasingly harsh as similar or related conditions continue or infractions are repeated.
Such progressive discipline, however, shall not inhibit the Superintendent’s authority or, in the case of certain
employees, the School Board's authority, to discipline, suspend, or terminate an employee based on the
circumstances of any single event. Documentation of employee behavior, employee performance, and any
disciplinary action taken shall be properly and thoroughly recorded.

Should any disciplinary measure become necessary, any documentation shall be considered confidential and
treated in accordance with statutory provisions and School Board policy.

School Board Policy GBK outlines disciplinary measures in accordance with employee’s duties with the School
Board.

IX. TERMINATION OF EMPLOYMENT

A. Retirement (Reference Policy GBQ).
All employees shall be required, as a condition of employment, to become members of the retirement system
for which they are eligible. Employees shall also be required to officially inform the Ascension Parish School
Board in writing of their plans to retire.

Employees contemplating retirement should contact the Human Resources Department at least six months
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prior to the date of retirement. Each retirement system employs representatives to assist in computing your
retirement benefits and official retirement date. Employees have a duty to check with the appropriate
retirement system to assure they are qualified to retire prior to making any retirement decisions. The Human
Resources Retirement Department can guide you through this process. Contact information for the
Retirement Department can be found on the Human Resources website- https://www.apsb.org/page/hr-
retirement.

B. Resignation (see Policy GBO). Employees who wish to resign their position should complete a
resignation form indicating the reason for the resignation and submit it to the Superintendent for acceptance.
The form can be obtained from the principal/supervisor or the Human Resources Department. The
Superintendent shall provide written acceptance of the resignation to the employee, including the date of
acceptance and setting forth the effective date of resignation.

Once the Superintendent has accepted the resignation, it may not be withdrawn by the employee. The
immediate supervisor shall be informed in writing of the resignation. The resignation and its acceptance should
be reported as information to the Board at the next regular or special meeting. Any employee who intends to
resign after the end of the school session shall be urged to submit his/her letter of resignation as soon as
possible.

C. Dismissal. Administrators will strive to assist personnel in every way possible to perform their
duties satisfactorily. Every reasonable effort shall be made to avoid the necessity of dismissing personnel at any
level; however, the Superintendent may dismiss any employee in accordance with state laws and regulations.
Please refer to the following School Board policies concerning dismissal: GBG, GBI, GBK, BL, GBN, and GBRA.

If an employee is absent for ten (10) or more days without explanation or approved leave, APSB may consider
the job as abandoned and the employee may be terminated, unless the employee can provide acceptable and
verifiable evidence of extenuating circumstances. The Superintendent and/or his/her designee shall be
responsible for determining acceptability of evidence of extenuating circumstances.

X. PERSONNEL TRANSFER (Reference Policy GBM)

A. Voluntary Transfers.
Employees who voluntarily request a transfer to another location or position shall submit such request in
accordance with School Board Policy GBM. Such requests shall be submitted on or before the date specified in
the policy in order to be considered for the next school year.

A teacher transferred to a school or position must be certified and qualified for the position to which
transferred. Should a person request reassignment to a lesser position, such personnel, upon reassignment,
shall be placed in the salary schedule at the level of the new position.

B. Involuntary Transfers.
The Superintendent may transfer any teacher or other employee, including personnel employed as principals
and supervisors, from one position, school or grade to another by giving written notice to the teacher or
employee of such intention to transfer. Such transfer shall not be for political or personal reasons. No
transfers of instructional personnel shall be initiated during the regular school term, except in emergencies or
promotional instances where transfers are required to preserve quality instruction.

The principal shall have the authority to transfer employees at the school in which the principal is employed,
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subject to the approval of the Superintendent.

Transfer decisions shall be based upon performance, effectiveness, and qualifications as applicable to each
specific position. Effectiveness, as determined by the Board’s personnel evaluation program, shall be the
primary reason for considering a transfer. Conversely, seniority or tenure shall not be used as the primary
reason when making any decisions to transfer an employee.

Xl. WORKER'S COMPENSATION (Reference Policy EGAA)

The Ascension Parish School Board shall authorize and direct the Superintendent to ensure worker’s
compensation coverage for its employees. Employees injured while acting in their official capacity shall be
entitled to appropriate workers’ compensation benefits prescribed under state statutes for the period of time
while injured.

Reporting of accidents (Reference Policy EGAA)

Should an accident occur to an employee while in the course of his/her duties, the employee shall
immediately notify his/her supervisor.

XIl. COMPLAINTS AND GRIEVANCES (Reference Policy GAE)

Any employee of the Ascension Parish School Board shall have the right to appeal the application of policies
and administrative decisions affecting him/her. The employee shall be assured freedom from restraint,
interference, coercion, discrimination, or reprisal in presenting his/her appeal with respect to a personal
grievance. All grievances shall be handled per School Board Policy GAE.

XIll. INDEMNIFICATION AND LEGAL DEFENSE OF SCHOOL BOARD EMPLOYEES
In accordance with Louisiana Revised Statute 17:416.4, the Ascension Parish School Board follows the
Legislature’s regulations as required statutorily.

XIV. EMPLOYEE ELECTRONIC COMMUNICATION WITH STUDENTS

Louisiana Revised Statute 17:81requires that the Ascension Parish School Board (APSB) develop and
implement policies, procedures, and guidelines relative to electronic communications between students and
teachers. To implement this law, the Ascension Parish School Board adopted Policy GAMIA.

The Ascension Parish School Board recognizes that the reputations and careers of students and educators
have been damaged due to inappropriate electronic communications; therefore, it is the intent of the
Ascension Parish School Board to make all employees and students aware of the expectations and
procedures regarding the proper use of all telecommunication devices and computers.

These procedures and guidelines establish and ensure that the staff and parents are informed regarding the
expectations relative to electronic communication by an employee with a student enrolled at that school and
vice versa. They provide a protocol for the management and administration of the components of the
Ascension Parish School Board's policy relating to employee electronic communication with students.

These guidelines are not intended to limit or impede the use of technology as a meaningful teaching tool.

For a breakdown of all requirements, reference School Board Policy GAMIA.
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XV. ELECTRONIC MAIL AND INTERNET POLICY (Reference Policy EFA)

This document describes the School Board's policy with regard to access and disclosure of electronic mail
messages sent or received by office personnel, the access and research function of the Internet and the use of
the office computer systems. All rules, policies and procedures concerning work-related activities and
correspondence apply equally to the use of electronic mail and Internet access.

The School Board respects the individual privacy of its employees; however, employee privacy does not extend
to the employee’s work-related conduct or to the use of the School Board's equipment or supplies such as
devices, mail, and other forms of communication. You should be aware that the following guidelines may
affect your privacy in the workplace.

Reference School Board Policy EFA for additional information.

XVI. SEXUAL HARASSMENT
Reference APSB Policy GAEAA Title VIl Employee Sexual Harassment.

XVII. DRUG AND ALCOHOL POLICY

Reference the following APSB Policies for drug and alcohol policies: GAMD, Drug-Free Workplace; GAMEA,
Alcohol and Drug Abuse Testing (general employees); GAMEB, Substance Abuse Testing for Holders of
Commercial Drivers Licenses.

XVIII. Evaluation Appeal Process

1. To appeal an evaluation, the evaluatee must complete the appropriate form and submit it to the
Superintendent or his/her designee no later than 5 days after the signed and dated Teacher Evaluation.

2. The Superintendent will assign a team to review the evaluation records, including the NIET Observations,
Student Learning Targets and Professional Responsibilities Survey.

3. Upon review of the records a hearing will be scheduled with the evaluatee within 10 calendar days of the
receipt of the Appeal Form.

4. After the review of records and the evaluatee hearing, a written response will be provided to the employee
within 30 calendar days of receipt of the Appeal Form. This written response will conclude the Appeal of
Evaluation.
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