
 
 
Descriptor Term: 

 

PROFESSIONAL PUBLISHING 

 
Descriptor Code: 

GBT 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GBT 

 
Previously Approved: 

11/02/1998 

 

Employees of the Board of Trustees are encouraged to write and prepare professional material for 

publication in their areas of expertise.  Employees who prepare material on their own time 

without use of school facilities or equipment are not required to submit such material for review 

prior to publication. 

 

Employees who prepare material totally or partially on school time and who desire to copyright, 

patent, or market must submit a copy of such material to the Superintendent for review.  The 

material will be accompanied by the following information: 

 

1. the names of persons who participated in preparation of the material; 

2. the percentage of duty time spent by these persons during preparation; 

3. a statement as to whether royalties would be waived in any 

purchases of the material which might be made by the District. 

 

The Superintendent may authorize the sale of copies of, or reproduction rights to, instructional 

material prepared by the Gulfport School District to other school systems, organizations or 

commercial firms.  If the materials so produced are produced for the District, the District may 

choose to own the copyright.  The Superintendent must inform the Board of Trustees of such 

action. 

 

 

 



 
 
Descriptor Term: 

 

ETHICS 

Certified Personnel   

 
Descriptor Code: 

GBU 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GBU 

 
Previously Approved: 

11/02/1998 

 

The services of men and women of integrity, high ideals, and human understanding are basic to an 

effective educational program. Personnel are to exhibit these traits in their daily contact with 

students and staff. 



 
 
Descriptor Term: 

 

CLASSIFIED PERSONNEL 

 
Descriptor Code: 

GC 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GC 

 
Previously Approved: 

11/02/1998 

 

Classified personnel are those employees whose duties do not require a certificate or license issued 

by the State Department of Education.  The Board has the power, authority and duty to employ all 

non-instructional and non-certificated employees and fix the duties and compensation of such 

personnel deemed necessary pursuant to the recommendation of the Superintendent. 

 

The Board of Trustees considers its classified personnel those who serve as office personnel, 

cafeteria workers, custodians, maintenance,  grounds keepers, nurses, social workers, accountants  

and other non-certified positions vital to the smooth functioning of the Gulfport School District. 

Nurses, accountants, social workers, who are required to be licensed by agencies other than the 

Mississippi State Department of Education will be paid in a manner as teachers and administrators 

of the District. 

 

Classified and certified personnel are team members working together as partners to provide the 

best possible learning situations for the students of the District. 

 

Legal Reference: Mississippi Code 1972, §37-9-3 

 



 
 
Descriptor Term: 

 

COMPENSATION  GUIDES- 

Classified Personnel 

 
Descriptor Code: 

GCA 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCA 

 
Previously Approved: 

11/02/1998 

 

The Gulfport School District will pay salaries of classified personnel an hourly rate in accordance 

with the compensation plan adopted by the Board of Trustees.  The compensation plan is based on 

years work experience, level of education attained, licensure required (if any) and Board adopted 

pay scales.  No hourly rate will be less than the current federal minimum wage. 

 

An employee whose salary is totally or in part funded from grant funds is subject to be dismissed 

when grant funds are no longer available. 

 

Legal Reference: F.L.S. Amendments of 1977, P.L. 95-151; See Also: Mississippi Code 1972, 

§37-9-3 

 

 



 
 
Descriptor Term: 

 

COMPENSATION GUIDE - 

Instructional Assistants 

 
Descriptor Code: 

GCAB 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GDA 

 
Previously Approved: 

11/02/1998 

 

Instructional assistants are employed by the Board of Trustees upon the recommendation of the 

Superintendent and principals.  Salaries will be set by the Board and will be no less than the salary 

level as required by the funded instructional assistants Mississippi Adequate Education Program. 

Assistants are eligible for insurance benefits offered other classified district employees. Assistants 

who are to be paid by available federal funds will be employed conditional upon the receipt of such 

funds. 

 



 
 
Descriptor Term: 

 

FAIR LABOR STANDARD POLICY 

 
Descriptor Code: 

GCAC 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCAA/GBAAA 

 
Previously Approved: 

10/02/2000 

 

Basic Standard 

 

Covered non-exempt employees are entitled to the minimum wage as defined by federal law.  All 

non- exempt employees are to be paid at a rate of not less than one and one-half (1 ½) times their 

regular rate of pay after forty (40) hours of work in a work week. 

 

Exemptions 

 

The following categories of personnel are exempt from both minimum wage and overtime 

provisions of the Fair Labor Standards Act as revised in 1983. 

 

1. Certified -  administrators, teachers, counselors, librarians, psychometrists 

2. Licensed -  nurses, social workers, certified public accountants,                     

accountants, dieticians 

3. Non-licensed - maintenance directors, business managers 

 

Compensatory Time/Flex Time 

 

The Gulfport School District does not recognize compensatory time in lieu of overtime pay for 

non-exempt employees.  

 

Occasional or Sporadic Employment 

 

Hours worked on an occasional or sporadic basis as defined in the Fair Labor Standards Act are 

exempt from wage and hour regulations.  The following conditions must be met before the 

exemption is valid. 

 

The work must be: 

1. in a different capacity from which the employee is regularly employed. 

2. solely at the employee’s option. 

. 3. on an occasional or sporadic basis, such as temporary athletic event workers. 

4. on a part time basis. 

The Fair Labor Standards Act will apply in all situations that arise that are not covered by this 

policy. 

 

 

Reference: Public Law 99-150 Fair Labor Standards Act as amended, June, 1983, as revised. 

 



 
 
Descriptor Term: 

 

POSITIONS -  

Classified Personnel 

 
Descriptor Code: 

GCB 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCB 

 
Previously Approved: 

11/02/1998 

 

The Board has the power, authority and duty to employ all non-instructional and non-certificated 

employees and assign the duties and compensation of such personnel deemed necessary pursuant 

to the recommendation of the Superintendent.  §37-7-301 

 

All classified positions in the Gulfport School District will be initially established by the Board of 

Trustees on the basis of need and the financial resources of the District.  The Board will approve a 

statement of job requirements as presented by the Superintendent to include the broad purpose and 

function of the position, the qualification of candidates, and a detailed list of responsibilities and 

duties. Only the Board may abolish a position it has created. 

 

Classified non-instructional personnel are “at will” employees whose duties do not require a 

certificate (or license) issued by the Mississippi Department of Education.  Classified employees 

have no property rights in their employment. The Superintendent has the power, authority and duty 

to employ and dismiss non-instructional and non-licensed employees as provided by law.  

§37-9-14 (2) (y) 

 

The Superintendent has the power, authority, and duty to make assignments to the various schools 

in the District of all non-instructional and non-licensed employees and to make reassignments of 

such employees from time to time.  §37-9-14 

 

Legal Reference: Mississippi Code 1972, as cited 

 

 

 



 
 
Descriptor Term: 

 

RECRUITMENT -  

Classified Personnel 

 
Descriptor Code: 

GCC 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCC 

 
Previously Approved: 

11/02/1998 

 

The Superintendent will develop procedures for obtaining the best qualified individual available 

for each particular position.  All vacancies will be made known to the present staff by printed job 

vacancy and posted on the District web site.  Anyone who believes himself/herself qualified for a 

position may submit an application. 

 

 



 
 
Descriptor Term: 

 

HIRING -  

Classified Personnel 

 

 
Descriptor Code: 

GCD 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCD 

 
Previously Approved: 

11/02/1998 

 

The Board of Trustees has the power, authority and duty to employ all non-instructional and 

non-certified employees and fix the duties and compensation of such personnel deemed necessary 

pursuant to the recommendation of the Superintendent of the Gulfport School District.  §37-7-301 

The Superintendent will confer with principals and other supervisory personnel prior to making a 

recommendation. 

 

The Superintendent has the power, authority and duty to make assignments to the various schools 

in the District of all non-instructional and non-licensed employees, and to make re-assignments of 

such employees from time to time.  §37-9-14 (2) (s) 

 

The Superintendent has the power, authority and duty to employ and dismiss non-instructional and 

nonlicensed employees as provided by law.  §37-9-14 (2) (y) 

 

No public servant will use his/her position to obtain pecuniary benefit for himself/herself other 

than that compensation provided for by law, or to obtain pecuniary benefit for any relative or any 

business with which he/she is associated.  §24-4-105(1) 

 

Employment is contingent upon a negative drug test as outlined in Policy GAKB and fulfillment of  

fingerprinting requirements as outlined in Policy GAKA    

 

All vacancies will be made known to the present staff through posting vacancies on the District 

web site and written notices distributed in the District.  Anyone who believes himself/herself 

qualified for a position may submit an application. 

 

The Gulfport School District does not discriminate on the basis of sex, race, religion, disability, 

national origin, or veteran status. 

 

Members of the current classified staff of the Gulfport School District will be annually approved 

for employment by the Board of Trustees upon the recommendation of the Superintendent no later 

than the first Board meeting in June.  §37-9-3 

 

Legal Reference: Mississipppi Code 1972, as cited above 



 
 
Descriptor Term: 

 

HIRING - PARAPROFESSIONALS 

Classified Personnel 

 

 
Descriptor Code: 
GCDA 

 
Board Approved: 
6/26/2006 

 
Rescinds: 
GCDA 

 
Previously Approved: 
8/3/1998 

 
The Gulfport School Board of Trustees will follow State and Federal guidelines for the 

employment of paraprofessionals.  The Superintendent’s recommendation will be guided by the 

following criteria: 

 

Criteria for Hiring 

 

A.  Paraprofessionals - Instructional Assistants 

 

1. Have a secondary school diploma or its recognized equivalent 

 

2.  Have completed two years of study at an institution of higher education; or 

obtained an associate (or higher) degree; or met a rigorous standard of quality and 

be able to demonstrate, through a formal State or local academic assessment, 

knowledge of and the ability to assist in instructing reading, writing, and 

mathematics (or, as appropriate, reading readiness, writing readiness, and 

mathematics readiness) 

 

B. Paraprofessionals - Non-Instructional Assistants (Translators, Parent Liaisons, or Personal  

Care Providers) 

 

Have a secondary school diploma or its recognized equivalent 

 

 

       

 
 



 
 
Descriptor Term: 

 

ASSIGNMENT -  

Classified Personnel 

 
Descriptor Code: 

GCE 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCE 

 
Previously Approved: 

11/02/1998 

 

Assignments of members of the classified staff will be made by the Superintendent or his/her 

designee in the best interests of the Gulfport School District.  Such assignments may be either 

permanent or temporary. 

 

The preference of employees will be taken into consideration in making assignments.  Employees 

may request a transfer of assignment from job to job, or one unit or division to another unit or 

division which will be granted when to the advantage of the District and the individual. 

 

Within a given school, a principal may assign members of the classified personnel to tasks 

appropriate to their positions and qualifications.     

 



 
 
Descriptor Term: 

 

ORIENTATION -  

Classified Personnel 

 

 
Descriptor Code: 

GCF 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCF 

 
Previously Approved: 

11/02/1998 

 

It is the responsibility of the Superintendent to ensure that each member of the classified staff has 

the required preparation and training as outlined in his/her job description. 

 

Orientation programs will assist new support personnel in becoming acquainted with the  

Gulfport School District, including policies of the Board of Trustees, rules and regulations and the 

instructional program. 

 

Administrators and supervisors will be responsible for offering an orientation program once per 

month for new hires. 

 

 



 

Descriptor Term: 

 

PROBATION - New Hires/New Job 

Assignment - Classified Personnel 

 

Descriptor Code: 

GCG 

Board Approved: 

1/28/2008 

Rescinds: 

GCG 

Previously Approved: 

6/26/2006 

 

A new-hire member of the classified staff, or a permanent member of the support staff of the 

Gulfport School District appointed to a new position, will serve a probationary period of three 

working months.  During the three-month probationary period, a new member of the classified 

staff may be terminated upon recommendation of their immediate supervisor and approval of the 

Superintendent or designee. Board of Trustees policy GCN (Classified Separation - Termination) 

does not apply to probationary classified employees.  



 
 
Descriptor Term: 

 

SUPERVISION -  

Classified Personnel 

 

 
Descriptor Code: 

GCH 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCH 

 
Previously Approved: 

11/02/1998 

 

Each member of the classified staff will come under the direct supervision of the administrator 

assigned the responsibility of that particular unit or division of the Gulfport School District. 

 



 
 
Descriptor Term: 

 

EVALUATION -  

Classified Personnel 

 
Descriptor Code: 

GCI 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCI 

 
Previously Approved: 

11/02/1998 

 

A strong, competent classified staff is essential to the smooth functioning of the Gulfport School 

District. All employees will make continuous efforts to improve their work and their supervisors 

will assist them through supervision and evaluation processes. 

 

The Superintendent or designee will develop evaluation procedures for all classified staff. All 

classified staff will, as a minimum, receive an annual written evaluation.  Classified personnel 

whose performance is less than satisfactory, may be placed on a plan of improvement and/or 

probation. 

 



 
 
Descriptor Term: 

 

PROMOTION -  

Classified Personnel 

 

 
Descriptor Code: 

GCJ 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCJ 

 
Previously Approved: 

11/02/1998 

 

Whenever new jobs are created or vacancies occur in a higher-rated position, present employees 

will be eligible for consideration. 

 

Notice of such new jobs or vacancies will be posted in buildings throughout the Gulfport School 

District and on the District web page. 

 



 
 
Descriptor Term: 

 

SUSPENSION - 

Classified Personnel  

 
Descriptor Code: 

GCK  

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCK 

 
Previously Approved: 

11/02/1998 

 

The Board of Trustees defines suspension as a temporary removal from the workplace with the 

loss of pay. The terms of the suspension are at the discretion of the Superintendent. The 

Superintendent may suspend employees from their assignments, for incompetence, neglect of 

duty, immoral conduct, intemperance, brutal treatment of a pupil or other good cause.  The 

Superintendent may dismiss or suspend any licensed employee in the District, reporting such 

action promptly to the Board. 

 

The immediate supervisor may suspend, with verbal approval of the Superintendent, or designee, 

an employee from their assignment for good cause.  Such action will be followed by a written 

description of the cause/event leading to the decision. 

 

In the event the continued presence of said employee on school premises poses a potential threat or 

danger to the health, safety or general welfare of the students, or in the discretion of the 

Superintendent, may interfere with or cause a disruption of normal school operations, the 

Superintendent may immediately release said employee of all duties pending a hearing if one is 

requested by the employee.  In the event an employee is arrested, indicted or otherwise charged 

with a felony by a recognized law enforcement official, the continued presence of the licensed 

employee on District premises will be deemed to constitute a disruption of normal school 

operations. 

 

Legal Reference: Mississippi Code 1972 

 

 

 



 
Descriptor Term:  

 

LAY-OFF (Reduction-in-Force)  

CLASSIFIED PERSONNEL 

 
Descriptor Code: 

GCKA 

 
Board Approved:   

7/19/2010 
 
Rescinds:  

GCKA 

 
Previously Approved:  

6/26/2006 

 

Reduction in work force may be required as a result of discontinuance or reorganization of 

programs or reorganization of programs or positions, reduction in student enrollments, reduction 

or impairment of financial resources, or such other situations or conditions as the Board of 

Trustees may judge to provide a reasonable basis to warrant a reduction-in-force.  The Board will 

have the right and responsibility to reduce the number of classified personnel who are employed 

by the Gulfport School District for good and proper causes.  The Superintendent will initiate a 

reduction-in-force by recommending an appropriate level of reduction to the Board.  If the Board 

approves a reduction-in-force, the Superintendent will implement the reduction. 

 

Nothing in this policy will be construed to award tenure to any classified employee or interfere 

with the usual and customary prerogatives and responsibilities of the Superintendent, and/or 

supervisors to recommend personnel who, in their judgment are the best qualified candidates for 

available assignments.  The employee involved in such a lay-off will receive seventy two (72) 

hours notice in writing prior to any lay-off, and a copy will be given to his/her supervisor. 

 

Personnel who lose employment because of a reduction-in-force will have no special rights or 

privileges to re-employment.  Their applications for later vacant positions will receive the same 

consideration given to all other applicants. 

 

 

 



 
 
Descriptor Term: 

 

TRANSFER -  

Classified Personnel 

 
Descriptor Code: 

GCM 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCM 

 
Previously Approved: 

11/02/1998 

 

The Superintendent or designee will make transfers of classified personnel in the best interests of 

the Gulfport School District.  The preferences of employees will be taken into consideration in 

making transfers.  Employees may request a transfer of assignment from job to job, or one unit or 

division to another unit or division to be granted when to the advantage of the District and 

individual. Such transfers may be either permanent or temporary.  

 

 

 

(See Board Policy GBE, Teacher Transfers; the same policy applies to classified personnel.) 

 



 
 
Descriptor Term: 

 

SEPARATION /TERMINATION  

(Rules-of-Procedure) -  

Classified Personnel 

 
Descriptor Code: 

GCN 

 
Board Approved: 

6/26/2006 
 
Replaces: 

GCN 

 
Previously Approved: 

11/02/1998 

 

All classified employees are employed at will under the direct supervision of their immediate 

supervisor.  Classified employees may be recommended for termination by their immediate 

supervisor to the Superintendent or designee.    Such recommendation will be in writing, with a 

copy to the affected employee.  The affected employee will be suspended without pay as of the 

date of the supervisor’s written recommendation. 

 

Any classified employee aggrieved at the recommendation of his or her supervisor that he or she 

be terminated may appeal in writing to the Superintendent or designee within five (5) days from 

the date of receipt of a copy of his or her supervisor’s recommendation of termination.  If the 

employee does not appeal in writing to the Superintendent within five (5) days of the termination, 

the recommendation of the supervisor is final. The employee’s written notice of appeal will 

include an explanation of all reasons that he or she feels the supervisor’s recommendation to be 

erroneous.  Within ten (10) days of receipt of the employee’s written notice of appeal, the 

Superintendent or designee will notify the classified employee and his or her immediate supervisor 

that the recommendation is overruled or that the classified employee is terminated.  

 

 



 
 
Descriptor Term: 

 

RESIGNATION/REEMPLOYMENT - 

Classified Personnel 

 
Descriptor Code: 

GCO 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCO/GCP 

 
Previously Approved: 

11/02/1998 

 

RESIGNATION: 

 

Any classified personnel may resign a position and leave the employment of the Gulfport School 

District without prejudice, provided the intent of the employee to resign is made known to his/her 

supervisor within two (2) weeks prior to the date of resignation.  The employee may resign with 

the consent of the Board of Trustees at any time mutually agreeable. 

 

RE-EMPLOYMENT 

 

A classified employee who failed to provide two (2) weeks notice of resignation is not eligible for 

re-employment. 

 

As with initial employment, the primary rationale supporting re-employment of an individual must 

be in the best interests of the District.  The Board of Trustees will consider the re-employment of 

classified personnel upon the recommendation of the Superintendent.  Seniority within the 

department may be used as a tie-breaker between two or more equally qualified and competent 

former employees who are candidates for the same job.  Nothing in this provision, however, will 

be construed to grant tenure or employability preference to any former employee beyond what is 

judged by the Superintendent to be in the best interests of the District. 

 



 
 
Descriptor Term: 

 

TIME SCHEDULE -  

Classified Personnel 

 

 
Descriptor Code: 

GCRB 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCRB 

 
Previously Approved: 

11/02/1998 

 

Appropriate administrators will establish work schedules for the classified staff in keeping with 

the necessity of providing services to maintain the fixed assets of the Gulfport School District and 

provide for an excellent learning environment for all students and personnel. 

 

The work year for various classifications of employees will be that set forth in salary schedules and 

published in staff calendars. 

 



 
 
Descriptor Term: 

 

WORK LOAD -  

Classified Personnel 

 

 
Descriptor Code: 

GCRC 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCRC 

 
Previously Approved: 

11/02/1998 

 

The work load of classified personnel will be determined by the Superintendent or designee 

commensurate with the needs of the Gulfport School District. Such work load will be outlined with 

the job description of each employee. 



 

 
 
Descriptor Term: 

 

OVERTIME AND SIMILAR 

ADDITIONAL COMPENSATION - 

Classified Personnel 

 
Descriptor Code: 

GCRD 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCRD 

 
Previously Approved: 

8/08/2005 

 

This policy applies to all classified employees who are nonexempt under the Fair Labor Standards 

Act.   

 

Employees who work or are paid more than 40 hours in a work week (Sunday, 12:00 a.m. through 

Saturday, 11:59:59 p.m.) will be paid 1.5 times their regular rate for all time worked in excess of 

40 hours.  Such work requires the permission of the employee’s supervisor.  Employees who do 

such work without permission are subject to disciplinary action, including termination.   

 

Paid time off in the form of sick leave, vacation leave, emergency leave, and paid holiday time in 

an amount of eight (8) hours per day, not to exceed three days, is counted for purposes of 

determining whether an employee is entitled to overtime in a given work week.  This provision 

applies only to full-time classified employees.  Unpaid time off is not counted as time worked for 

overtime or any other form of compensation. 

 

Employees who work at more than one straight-time rate during a work week will be paid any 

overtime they are entitled to in accordance with the requirements of the Fair Labor Standards Act. 

The overtime rate will be a blending of the rates to determine the overtime rate. 

 

Employees who are asked to perform work or are called in to answer alarms on weekends or an 

official holiday of the District, will be paid 1.5 times their straight-time hourly rate on Saturday 

and two times their straight-time hourly rate on Sunday for all time worked on such days, and a 

minimum of  four hours will be paid for such time.  Employees who perform work on Sunday 

will be paid two times their straight-time hourly rate. In order to be paid the additional 

compensation, the employee must have been requested by the employee’s supervisor to do the 

work.  Employees who do such work without their supervisor’s approval are subject to 

disciplinary action, including termination. 

 

No supervisor is authorized to request or permit work by an employee “off the clock.”  

Employees are expected to report any such request immediately to the Superintendent or Assistant 

Superintendent.  

 

Classified employees should not commence work before “clocking” in and should not continue 

work after clocking out.  Employees also should not clock in more than seven minutes prior to 

their scheduled start time. Employees who violate these rules are subject to disciplinary action, 

including termination. 

 

 

 



 
 
Descriptor Term: 

 

HOLIDAYS (PAID) 

Classified Personnel 

 
Descriptor Code: 

GCRE 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GCRI 

 
Previously Approved: 

11/02/1998 

 

Full-time twelve-month employees will be granted paid holidays as designated by the Board of 

Trustees. 

    

Legal Reference: Mississippi Code 1972, §37-13-69 

 

For the purpose of this policy,  “full-time, 12-month classified employees” will be defined as 

those who are employed for 12 months, 240 to 260 days and working at least 35 hours per week.  

No other classified employees will be eligible for holiday pay. 

 



 
 
Descriptor Term: 

 

SUBSTITUTES - 

Classified Personnel 

 
Descriptor Code: 

GCRH 

 
Board Approved: 

6/26/2006 
 
Rescinds: 

GBRJ 

 
Previously Approved: 

11/02/1998 

 

A.  Short-Term 

 

The Superintendent will establish guidelines and procedures for providing substitute classified 

employees as needed within the, Gulfport School District. The Chief Financial Officer is 

authorized to contract with an employment placement agency for short-term substitutes. 

 

 

 

 



  
 
Descriptor Term: 

 

LEAVE  

Classified Personnel  

 
Descriptor Code: 

GCRI 

 
Board Approved: 

1/12/2009 
 
Rescinds: 

GCRI 

 

 
Previously Approved: 

6/26/2006 

 

I. GENERAL INFORMATION 

 

Personnel leave is a benefit granted to employee by the Board of Trustees and administered 

by the Superintendent or Superintendent=s designee. Application for leave must be made by 

the person requesting leave, and permission must be approved by the employee=s immediate 

supervisor. With the exception of sick leave and emergency leave, all leave must be approved 

prior to taking leave. Application for leave (except personal leave) must clearly state the 

reason or cause for which leave is requested (e.g., doctor=s appointment, sick family 

member).   

 

For sick/emergency leave, the employee or employee=s designee must make a prompt report 

to the employee=s immediate supervisor or designee reporting the reason for sick or 

emergency leave. Immediately upon the employee=s return to work, an application is to be 

completed. If the leave is for an extended period of time, a leave form is to be submitted for 

the employee per the payroll schedule reporting period. For all personnel under their 

supervision, the administrator is granted authority to approve sick leave and leave without 

pay subject to approval of the Superintendent or designee and in accord with Board policy. 

 

Use of leave, whether as sick leave, personal leave, or emergency leave, and including 

special and donated sick leave for the employee=s own serious health condition, child birth, 

or the serious health condition of an immediate family member, as defined in II. A. of this 

policy, for more than three consecutive work days, requires the certification of a health care 

provider evidencing that the employee cannot perform the essential functions of the 

employee=s duties or, in the case of a family member, is needed to care for the family 

member. When more than three consecutive days of vacation time is used for the same 

reason, the same type of medical certification may be required. Employees are required to 

use all available paid time off benefits for leave taken under the Family and Medical 

Leave Act (FMLA). See Section II. B. 

 

Reasons for leave needs are normally presumed to be those cited by employees needing or 

requesting leave. Immediate supervisors, however, are hereby granted discretionary authority 

by the Board to require verification of illness, injury, or emergency cited by an employee as 

his/her reason for non-prearranged absences from his/her regular work station. 

 

Salary adjustments made from Aleave without pay@ will be made for the pay period in which 
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the absence(s) occurred. 

 

II. TYPES OF LEAVE 

 

A.  Sick Leave Days 

1. Sick leave days are granted by the Board of Trustees to each full-time 

classified employee. 12-month personnel earn 12 days sick leave annually, 

10-month personnel earn 10 days sick leave annually, and 9-month personnel 

earn 9 days sick leave annually.  Any employee who works less than 6 hours 

per day will be entitled to sick leave based on the number of hours and days 

the employee works, e.g., an employee working 4 hours per day for 9 months 

would be entitled to 4/6 of the 9 months allotment or 4 days.  All sick leave is 

immediately available at the beginning of each new school year for the 

employee.  Employees beginning later than the beginning of the school year 

will have available sick leave days prorated accordingly. 

2. All leave days may be used for sick leave (personal illness or physical 

disability of  the employee or the  employee=s immediate family which is 

defined as spouse, parent, step-parent, sibling, child, step-child, foster parent, 

foster child, grandchild, grandparent, son-in-law, daughter-in-law, mother-in-

law, father-in-law, brother-in-law, or sister-in-law as approved by the 

immediate supervisor). 12-month personnel may use three of the sick leave 

days as emergency leave; 10-month personnel may use two of the sick leave 

days as emergency leave; and 9-month personnel may use two of the sick 

leave days as emergency leave. 

3. Any of the leave days not used during the school year will be carried over as 

sick leave. 

4. Sick leave is accumulated only during continuous employment with the 

Gulfport School District. 

5. SPECIAL SICK LEAVE: After all regular leave entitlement has been used, 

a classified employee who has been employed by the Gulfport School District 

for five (5) consecutive years will be entitled to ten (10) additional days of 

leave with the loss of 1/3 of the regular daily rate of pay for that employee for 

each day of leave up to and including the 10
th

 day. 

6. A classified employee who has been employed by the Gulfport School 

District less than five (5) consecutive years and has used all regular sick leave 

may petition the Board for general leave without pay. The granting of general 

leave will within the discretion of the Board of Trustees and will be granted 

only if a temporary full-time qualified person is available for employment 

who will agree to be temporarily employed pending the return of the 

employee petitioning for general leave. All petitions for general leave for 

reasons of illness will be supported by the statement of a licensed physician. 

7. A classified employee returning to work at the termination of sick leave or 

general leave will be reinstated to the same or a similar position as that held 
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when the leave began without decrease in rate of compensation or less of 

promotional opportunities, or any other right of benefit of employment. 

 

B. Family and Medical Leave for Classified Employees 

1. ELIGIBILITY. 

This Policy applies to classified employees who have at least one year of service and 

who have worked at least 1,250 hours during the 12 months immediately prior to the 

requested leave and who are located at a worksite of the District at which at least 50 

employees work or report within 75 miles of the worksite]. 

The District normally does not count a break in service of 7 years or more in 

determining whether an employee has met the one-year-of-service requirement.  

Exceptions to the break-in-service rule are (a) an employee's fulfillment of the 

employee's military service obligation and (b) a period of approved absences or 

unpaid leave such as for education or child-rearing as long as there is a written 

agreement with the District addressing the District's intent to rehire the employee. 

2. OVERVIEW OF FAMILY AND MEDICAL LEAVE ACT LEAVE 

PROVISIONS. 

 Under the Family and Medical Leave Act of 1993, as amended (the FMLA), eligible 

employees are entitled to job protected time of for several types of leave, referred to 

in this Policy as General Family/Medical Leave, Qualifying Exigency Leave, and 

Military Caregiver Leave (sometimes referred to in various publications as injured 

servicemember leave).  Together, these types of FMLA leave are referred to in this 

Policy as FMLA-qualifying Leave.  Further, references to a week means a 

workweek, unless otherwise stated.  The length of the workweek can vary for FMLA 

leave purposes, depending on an employee’s exempt or non-exempt classification; 

references to employee or personnel means classified employee, unless otherwise 

specifically stated. 

_. GENERAL FAMILY/MEDICAL AND QUALIFYING EXIGENCY 

FAMILY/MEDICAL FMLA LEAVE. 

Length of Leave. Eligible employees may take up to a total of 12 workweeks of 

General Family/Medical and Qualifying Exigency Leave under the FMLA within any 

12-month period.   

Leave Year.  For the purpose of these two types of FMLA Leave under this Policy, 

the 12-month period is the fiscal year of the District, which is July 1 through June 30.  

General Family/Medical Leave may be taken for any of the following reasons:  

(1) the birth of a son or daughter; (2) the placement of a son or daughter with an 

employee for adoption or foster care; (3) to care for a son, daughter, parent (but not 
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parent-in-law) or spouse with a serious health condition; or (4) because of a serious 

health condition that makes the employee unable to perform the functions of the 

employee’s job.   

Ordinarily, for purposes of General Family/Medical Leave, the son or daughter must 

be under the age of 18 unless the son or daughter is incapable of self-care because of 

a mental or physical disability at the time that General Family/Medical Leave is to 

commence. 

Qualifying Exigency Family/Medical Leave may be taken for a qualifying exigency 

as more specifically set forth in the next section of this Policy. 

_. SPECIFIC QUALIFYING EXIGENCY FAMILY/MEDICAL FMLA LEAVE 

PROVISIONS.  

Benefit. Eligible employees may take Qualifying Exigency Family/Medical 

Leave while the employee's spouse, son, daughter, or parent (but not parent-in-

law)(the covered military member) is on active duty or call to active duty status in 

support of a contingency operation for one or more of the following qualifying 

exigencies:  (a)  short-notice deployment; (b) military events and related activities; 

(c) childcare and school activities; (d) financial and legal arrangements; (e) 

counseling; (f) rest and recuperation; (g) post-deployment activities; and (h) 

additional activities.  The son or daughter may be of any age. 

Definitions Applicable to Qualifying Exigency Leave.  

Definitions and terminology specific to Qualifying Exigency Leave are defined and 

explained in applicable FMLA regulations, including 29 C.F.R. §§825.122 and 

825.126.  Because of their length, they are not included in this Policy.  Copies of the 

amended regulations applicable to the Family and Medical Leave Act of 1993, as 

amended, are available at www.dol.gov/esa/whd/fmla/finalrule.htm. 

Limitations on Taking Qualifying Exigency Leave.   

Qualifying Exigency Leave does not apply to family members of military members 

who are in the regular Armed Forces.  Leave taken for short-notice deployment can 

be used for a period of 7 calendar days beginning on the date a covered military 

member is notified of an impending call or order to active duty in support of a 

contingency operation.  Leave taken for rest and recuperation is limited to 5 days of 

leave for each instance of rest and recuperation.  Leave taken for "additional 

activities" requires advance agreement by the District and employee as to (a) whether 

the event arising out of the covered military member's active duty or call to active 

duty status qualifies as an exigency and as to both (b) the timing and (c) the duration 

of the leave for this purpose.  If the District and employee do not agree as to all 

three, the leave for "additional activities" will not be Qualifying Exigency Leave.  It 

is the responsibility of the employee to seek agreement with the District in sufficient 

http://www.dol.gov/esa/whd/fmla/finalrule.htm
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time prior to the event to permit processing of the request. Such requests should be 

submitted to the ________[NOTE:  I do not recommend that requests such as this be 

addressed at the local school level; they should be addressed to the assistant 

superintendent level in order to assure consistent application and appropriate 

administrative approval as necessary.] in writing. 

Certification for Qualifying Exigency Leave. The first time an eligible 

employee requests leave because of a qualifying exigency arising out of the active 

duty or call to active duty of a covered military member, the District requires the 

employee to provide a copy of the covered military member's active duty orders or 

other documentation issued by the military in order for the absence to be designated 

by the District as Qualifying Exigency Leave.  A copy of new orders or other 

documentation also shall be provided by the employee to the District if the need for 

Qualifying Exigency Leave arises out of a different active duty or call to active duty 

status of the same or a different covered military member.  To be designated as leave 

for a qualifying exigency, the request for leave must be supported by a certification 

provided by the employee.  The form for such certification is WH-384, which is 

available from the [______________].  Section I of Form WH-384 is completed by 

the District; Section II, all parts, is completed by the employee.  If the information 

provided by the employee on Form WH-384 is insufficient for the District to 

designate the leave as Qualifying Exigency Leave, the employee's leave request may 

be denied. 

_. SPECIFIC MILITARY CAREGIVER FMLA LEAVE PROVISIONS. 

  Time Off Benefit: Eligible employees may take up to a total of 26 workweeks of 

Military Caregiver Leave within a single 12-month period to care or a covered 

servicemember with a serious injury or illness.  For purposes of the Military 

Caregiver Leave, the "single 12-month period" begins on the first day the eligible 

employee takes Military Caregiver Leave to care for a covered servicemember and 

ends 12 months after that date, regardless of the leave year used for General 

Family/Medical and Qualifying Exigency Leave under the FMLA.  As used in this 

Policy, the term "single 12-month period" is as defined in the preceding sentence. 

Required Relationship between Covered Servicemember and Eligible Employee.  

The eligible employee must be the spouse, son, daughter, parent (not parent-in-law), 

or next of kin of the covered servicemember.   

Military Caregiver Leave Forfeiture. If the eligible employee does not take all of his 

or her 26 weeks of leave entitlement to care for a covered servicemember during this 

single 12-month period, the remaining part of his or her 26 weeks of Military 

Caregiver Leave entitlement to care for the covered servicemember is forfeited. 

Application of Military Caregiver Leave. 
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The Military Caregiver Leave entitlement is applied on a per-covered-

servicemember, per-injury basis.  As a result, an eligible employee may be entitled to 

take more than one period of 26 weeks of Military Caregiver Leave if the leave is to 

care for different covered servicemembers or to care for the same servicemember 

with a subsequent serious injury or illness.  In any event, no more than 26 weeks of 

leave may be taken within any single 12-month period. 

An eligible employee may take more than one period of 26 weeks of Military 

Caregiver Leave to care for a covered servicemember with more than one serious 

injury or illness only when the serious injury or illness is a subsequent serious injury 

or illness.  When an eligible employee takes Military Caregiver Leave to care for 

more than one covered servicemember or for a subsequent serious injury or illness of 

the same covered servicemember, and the single 12-month periods corresponding to 

the different Military Caregiver Leave entitlements overlap, the employee is limited 

to taking no more than 26 weeks of Military Caregiver Leave in each single 12-

month period. 

Coordination of Military Caregiver Leave and General Family/Medical and 

Qualifying Exigency Leave under the FMLA. 

An eligible employee is entitled to a combined total of 26 weeks of leave for any 

FMLA-qualifying reason during the single 12-month period.  The employee is 

entitled to no more than 12 weeks of FMLA leave for General Family/Medical and 

Qualifying Exigency Leave for the reasons set forth in the General Family/Medical 

and Qualifying Exigency FMLA Leave sections above.  If leave qualifies as both 

Military Caregiver Leave and leave to care for a covered family member with a 

serious health condition under the General Family/Medical Leave provisions above 

during the single 12-month period, the District will first designate the leave as 

Military Caregiver Leave.  Such leave will not be designated as both Military 

Caregiver Leave and General Family/Medical Leave. 

Spouses who both are eligible for FMLA leave who are employed by the District 

(regardless of worksite location(s)) are limited to a combined total of 26 weeks of 

General Family/Medical and Qualifying Exigency Leave and Military Caregiver 

Leave during the single 12-month period if the leave is taken for (a) birth of the 

employee's son or daughter or to care for the child after birth; (b) placement of a son 

or daughter with the employee for adoption or foster care, or to care for the child after 

placement; (c) to care for the employee's parent with a serious health condition, or (d) 

to care for a covered servicemember with a serious injury or illness.  One spouse’s 

ineligibility for a FMLA-qualifying Leave does not affect the other spouse’s 

eligibility. 

Definitions for Military Caregiver Leave. 

Covered Servicemember.  Current (not former) member of the Armed Forces, 

including a member of the National Guard or Reserves, or a member of the Armed 
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Forces, the National Guard or Reserves who is on the temporary (not permanent) 

disability retired list, who has a serious injury or illness incurred in the line of duty on 

active duty for which he or she is undergoing medical treatment, recuperation, or 

therapy; or otherwise in outpatient status; or otherwise on the temporary disability 

retired list 

Serious Injury or Illness:  An injury or illness incurred by the covered servicemember 

in the line of duty on active duty that may render the servicemember unfit to perform 

the duties of his or her office, grade, rank or rating. 

Outpatient Status:  With respect to a covered servicemember, the status of a member 

of the Armed Forces assigned to either a military medical treatment facility as an 

outpatient; or a unit established for the purpose of providing command and control of 

members of the Armed Forces receiving medical care as outpatients. 

Son or Daughter of a Covered Servicemember:  Covered Servicemember's biological, 

adopted, or foster child, stepchild, legal ward, or a child for whom the covered 

servicemember stood in loco parentis, and who is of any age. 

Parent of a Covered Servicemember:  Covered Servicemember's biological, adoptive, 

step or foster father or mother, or any other individual who stood in loco parentis to 

the covered servicemember.  This term does not include parents-in-law. 

Next of Kin of a Covered Servicemember:  The nearest blood relative, other than 

the spouse, parent, son, or daughter, in the following order of priority: (a) blood 

relatives who have been granted legal custody of the servicemember by court decree 

or statutory provisions; (b) bothers and sisters; (c) grandparents; (d) aunts and uncles; 

and (e) first cousins, unless the covered servicemember has specifically designated in 

writing another blood relative as his or her nearest blood relative for purposes of 

Military Caregiver Leave under the FMLA.  When no such designation is made, and 

there are multiple family members with the same level of relationship to the covered 

servicemember, all such family members shall be considered the covered 

servicemember's next of kin and may take Military Caregiver Leave to provide care 

to the covered servicemember, either consecutively or simultaneously.  When such 

designation has been made, the designated individual shall be deemed to be the 

covered servicemember's only next of kin.   

Certification for Military Caregiver Leave.  

Information from Health Care Provider. When Military Caregiver Leave is 

taken, the District requires the employee to obtain a certification completed by an 

authorized health care provider of the covered servicemember.  Any one of the 

following may provide such a certification:  (a) a United Stated Department of 

Defense (DOD) health care provider; (b) a United States Department of Veterans 

Affairs health care provider; (c) A DOD TRICARE authorized private health care 

provider; or (d) a DOD non-network TRICARE authorized private health care 
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provider.  Form WH-385 is the designated certification form for the serious injury or 

illness of a covered servicemember and is available from the [______________].  

Section II of Form WH-385 is to be completed by the appropriate health care 

provider.  The District may require authentication or clarification of Form WH-385 

as provided by applicable regulation.  Information from the Employee or Covered 

Servicemember. The District also requires that Section I of Form WH-385 be 

completed by the employee or covered servicemember. 

Exception to Certification Requirement for Military Caregiver Leave. When an 

Invitational Travel Order or Invitational Travel Authorization is issued, the District 

will accept the ITO or ITA in lieu of a completed WH-385, but only under the 

circumstances and conditions specified in 29 C.F.R. § 825.310(e) and only for the 

period of time specified in the applicable ITO or ITA.  The District may require 

authentication and clarification of an ITO or ITA as provided by applicable 

regulation.  Such authentication or clarification is performed as set forth in the 

provision below regarding certification of General Family/Medical Leave. 

_. VERIFICATION OF FAMILY RELATIONSHIP FOR FMLA-QUALIFYING 

LEAVE. 

The District may require the eligible employee seeking any type of FMLA-qualifying 

Leave for a purpose related to a covered family member rather than the employee 

himself or herself to provide written confirmation to the [________________] of the 

covered family relationship between the family member and the employee, such as 

but not limited to a court document, birth certificate or statement from the employee. 

 Any official document will be returned to the employee after examination and 

copying.  

_. FMLA-QUALIFYING LEAVE DESIGNATION.  The District designates an 

absence or absences as FMLA-qualifying Leave that counts against an employee's 12-

week General Family/Medical or Qualifying Exigency Leave or 26 week Military 

Caregiver Leave entitlement.  This is based on information the District has or gains, 

including from the employee or others.  Ordinarily, the District will designate an 

absence as FMLA-qualifying Leave that counts against an eligible employee's FMLA 

leave entitlement (General Family/Medical Leave, Qualifying Exigency Leave or 

Military Caregiver Leave) within 5 business days of learning of the FMLA-qualifying 

reason for the absence, absent exigent circumstances.  However, when appropriate, 

the District may retroactively designate absence(s) as FMLA-qualifying Leave with 

appropriate written notice to the employee, and the District and the employee also 

may agree that absence(s) be retroactively so designated. 

_. CONTINUATION OF BENEFITS DURING FMLA-QUALIFYING LEAVE.  

During any unpaid FMLA-qualifying Leave, the District will allow health coverage 

(i.e., medical plan then in effect) to continue at the active employee rate.  Whether 

other benefits continue will depend on the provisions of the respective plans.  Also, 
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upon return from such unpaid leave, the employee will be reinstated to the position 

held prior to the leave or to an equivalent position.  If an employee fails, however, to 

return to work upon exhaustion of the 12 weeks of General Family/Medical or 

Qualifying Exigency Leave or 26 weeks of Military Caregiver Leave, no guarantee is 

made that the employee will be returned to the same or an equivalent position. 

 Equivalent positions will be at the same rate of pay and benefits as the positions held 

at the beginning of the FMLA-qualifying Leave; however, they could be at a different 

school or other location. 

_. LIMITATIONS ON USE OF FMLA-QUALIFYING LEAVE FOR BIRTH OR 

PLACEMENT. 

 Any General Family/Medical Leave taken because of the birth of a child or the 

placement of a child with an employee for adoption or foster care must be completed 

within the 12-month period beginning on the date of birth or placement. 

_. INTEGRATION WITH PAID TIME OFF BENEFITS FOR FMLA-

QUALIFYING LEAVE. 

When taking any FMLA-qualifying Leave, the employee will first use any available 

paid time off benefits.  Unpaid leave will be used only after paid leave benefits have 

been exhausted, except to any extent that the employee does not meet the 

requirements of taking the particular type of paid leave benefit, making substitution 

of paid time unavailable.  The order of usage will be as follows: 

a. Available sick leave, including personal; line of duty (when applicable); and  

            emergency leave;  

b. Available vacation leave (for administrative staff only) 

c. Unpaid leave of absence. 

When an employee takes a full week of FMLA-qualifying Leave during a week 

containing a District holiday, the holiday will count against the employee's available 

FMLA leave time.  When an employee takes less than a full week of FMLA-

qualifying Leave, any District holiday occurring that week will not count against the 

employee's available FMLA leave time unless the employee was otherwise scheduled 

and expected to work during the holiday.  

Paid and unpaid time off will be aggregated in determining the 12- or 26-week time 

off benefit available under this Policy.  Further, the terms and conditions for use of 

the particular type of paid time off benefit set forth elsewhere in this Policy apply 

when that type of paid time off is being substituted for unpaid FMLA-qualifying 

Leave.  To the extent these terms and conditions cannot be met by the employee, the 

FMLA-qualifying Leave will be unpaid.   
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_. REQUESTS FOR FMLA-QUALIFYING LEAVE. 

If the need for FMLA-qualifying Leave is foreseeable, the employee must submit a 

completed Request for FMLA-qualifying Leave form at least 30 days in advance of 

the leave.  If this is not possible, the employee must notify [______________] no 

later than the next business day after learning of the need for leave.  Further, 

notification of absence is to be handled in accordance with otherwise applicable 

District policy.  Failure to provide notice or the reason for not providing notice in the 

time required to do so may be grounds for delay of leave and/or disciplinary action 

for absenteeism.  Leave Request forms are available through the 

[________________]. 

The employee may be required to provide additional information when FMLA-

qualifying Leave is requested in order for the District to determine if the reason for 

the requested leave qualifies for FMLA protection.  Additionally, when an employee 

seeks leave due to a FMLA-qualifying reason, for which the District has previously 

provided FMLA-protected leave, the employee must specifically reference the 

qualifying reason for leave or the need for FMLA leave. 

In the case of unforeseeable leave, calling in "sick" without more information being 

provided will not be considered by the District as sufficient notice to trigger the 

District's obligation to designate the absence as FMLA-qualifying Leave.   

Employees are obligated to respond to the District's questions designed to determine 

whether an absence is potentially FMLA-qualifying.  Failure to do so may result in 

the denial of FMLA protection for the absence if the District is unable to determine 

whether the leave is FMLA-qualifying. 

_. CERTIFICATION AND SECOND AND THIRD OPINIONS FOR GENERAL 

FAMILY/MEDICAL FMLA LEAVE. 

When leave is taken due to the serious health condition of either the employee or a 

covered family member, the employee is required to furnish a written certification 

from the employee’s or covered family member’s health care provider of the medical 

need for the leave.   

Form WH-380-E is used for certification of the employee's own serious health 

condition.  Form WH-380-F is used for certification of a covered family member's 

serious health condition.  Section I of each of these is completed by the District; 

Section II is completed by the employee; and Section III is completed by the 

appropriate health care provider. 

 The District may also require subsequent medical recertification on a reasonable 

basis.  When leave is taken due to the employee’s serious health condition, the 

employee is required to furnish a medical certification of fitness for duty before being 

allowed to return to work.  This fitness-for-duty certification from the employee's 
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health care provider must certify that the employee is able to resume work.  The 

District may require that this fitness-for-duty certification specifically address the 

employee's ability to perform the identified essential functions of the employee's job. 

  

Clarification and Authentication of Medical Certifications, Recertifications and 

Fitness for Duty Certifications. The District will give the employee an 

opportunity to cure deficiencies of a medical certification or recertification, or fitness 

for duty certification.  The information needed will be provided to the employee in 

writing, and the employee ordinarily will have 7 calendar days from receipt of the 

notice of deficiencies to provide the information requested.  Failure to provide the 

requested information may result in delay or denial of FMLA-protected leave.  The 

Office of the Assistant Superintendent for __________ of the District (or as 

determined by the District, a health care provider selected by the District, a 

designated leave administrator, or a member of the administrative staff in the central 

office of the District) also may contact the employee's or family member's health care 

provider solely to authenticate or clarify a medical certification or recertification or 

fitness for duty certification; however, no one, including administrative staff, who 

directly supervises the employee may contact the health care provider.  Additionally, 

for medical recertifications, the District may provide the employee's health care 

provider with a record of the employee's absence pattern and ask the provider if the 

serious health condition and need for leave are consistent with such a pattern. 

Second and Third Medical Opinions. Under appropriate circumstances, the District 

may request second and third medical opinions for the employee's or covered family 

member's serious health condition. 

_. INTERMITTENT LEAVE FOR FMLA-QUALIFYING LEAVE.  (Includes 

provision for leave by classified personnel at or near the end of a semester.) 

General Family/Medical Leave taken because of the serious health condition of either 

the employee or a covered family member, or due to the Military Caregiver Leave 

described above can be taken on an intermittent or reduced work schedule basis if 

such an arrangement is classified by the health care provider to be medically 

necessary.   

When intermittent or reduced schedule leave is taken for a qualifying exigency, the 

employee can be required to estimate the duration and frequency of the qualifying 

exigency on Form WH-384.   

Leave taken due to the birth of a child or placement of a child with an employee for 

adoption or foster care must be taken in one unbroken period unless approved in 

advance by the [Assistant Superintendent for __________]. Decisions regarding 

requests for intermittent or reduced work schedule leaves in birth, adoption and foster 

care situations will be based on the business needs of the District. 



12 - GCRI - LEAVE - Classified Personnel (Page replaced 10/9/2006) 
 

An employee who requests intermittent leave or on a reduced leave schedule for 

planned medical treatment of the employee, covered family member or covered 

servicemember must make a reasonable effort to schedule the treatment so as not to 

disrupt unduly the District's operations. 

An employee who requests intermittent leave which is foreseeable based on planned 

medical treatment for purposes of providing care to a child, spouse or parent with a 

serious health condition, for the employee's own serious health condition, or for 

Military Caregiver Leave may be required to transfer temporarily to an available 

alternative position offered by the District for which the employee is qualified and 

which better accommodates recurring periods of leave than the employee's regular 

employment position.  The employee will be entitled to equivalent pay and benefits, 

but will not necessarily be assigned the same duties in the alternative position.  See 

below for more specific information on transfer. 

Special rules apply to intermittent leave and reduced schedule leave for classified 

personnel.  Generally, for foreseeable leave for planned medical treatment for the 

employee or the covered family member, including covered servicemember, if the 

employee would be on the particular type of FMLA-qualifying leave in question for 

more than 20% of the total number of working days over the period the leave would 

extend, the District may require the employee to choose either to take leave for a 

period of particular duration or transfer temporarily to an available alternative 

position for which the employee is qualified, which has equivalent pay and benefits 

and which better accommodates the recurring period of leave than does the 

employee's regular position.  Failure to give required notice for a foreseeable FMLA-

qualifying Leave to be taken intermittently or on a reduced schedule basis may result 

in the District requiring the employee to take a leave for a period of duration, to 

transfer to an alternative position, or to delay taking the lave until the notice 

requirement is met.  The advance notice required for foreseeable FMLA-qualifying 

leave is 30 days. 

Classified personnel who begin a FMLA-qualifying Leave more than 5 weeks, less 

than 5 weeks, and less than 3 weeks before the end of a semester may have special 

limitations placed on their leaves. 

(_). Leaves Beginning more than Five Weeks before the End of a Semester. 

 The District may require the classified employee to continue taking leave 

until the end of the semester if the leave will last at least 3 weeks, and the 

employee would return during the 3-week period before the end of the 

semester. 

(_). Leaves Beginning during the Five-Week Period before the End of a Semester. 

 When the leave is for a covered purpose other than the classified employee's 

own serious health condition, the District may require the employee to 
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continue taking leave until the end of the semester if the leave will last more 

than 2 weeks, and the employee would return during the 2-week period 

before then end of the semester. 

(_). Leaves Beginning during the Three-Week Period before the End of the 

Semester. 

 When the leave is for a covered purpose other than the classified employee's 

own serious health condition, the District may require the employee to 

continue taking leave until the end of the semester if the leave will last more 

than 5 days. 

(_). When it is the employee who selects to take leave for a period of particular 

duration for intermittent or reduced schedule leave, the entire period of leave 

counts against the employee's FMLA leave entitlement. 

(_). When it is the District that requires an employee to take leave until the end of 

a semester, only the period of leave until the classified employee is ready and 

able to return to work is counted against the employee's FMLA leave 

entitlement; however, it is the employee's responsibility to advise the District 

when the employee is ready and able to return to work in such a situation. 

_. HEALTH COVERAGE PAYMENTS DURING UNPAID FMLA-  

  QUALIFYING LEAVE. 

During any paid portion of a FMLA-qualifying Leave, the District will deduct the 

employee’s health coverage payment as a regular payroll deduction.  During unpaid 

leave, the employee will be required to submit periodic payments to the District if the 

employee desires to maintain coverage.  Health coverage will cease if payment 

becomes more than 30 days late.  If an employee elects not to return to work at the 

end of an unpaid leave, the employee will be required to reimburse the District for the 

cost of health coverage borne by the District during the unpaid leave unless the 

employee’s reason for not returning to work is directly related to a serious health 

condition or other circumstance beyond the employee’s control. 

_. FAILURE TO RETURN FOLLOWING FMLA-QUALIFYING LEAVE. 

If an employee fails to return to work on the next work day following the expiration 

of an approved FMLA-qualifying Leave, the employee will be deemed to have 

resigned employment, and the District may recover its portions of premiums paid in 

accordance with applicable law and regulation. 

_. POLICY ADMINISTRATION AND ENFORCEMENT. 

In administering this Policy, it is the District’s intent to comply with all provisions of 

the Family and Medical Leave Act of 1993 and regulations promulgated under the 
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Act, as they may from time to time be amended (the FMLA).  As permitted by the 

FMLA, FMLA-qualifying Leave (and reinstatements) may be restricted in certain 

situations. Administrative guidelines may be developed to assist in applying the 

various provisions of the FMLA to specific situations not covered in this Policy. 

Employees have certain legal rights under the FMLA which are summarized in the 

FMLA poster located ____________________________________, and which are 

described in the amended FMLA regulations available at 

www.dol.gov/esa/whd/fmla/finalrule.htm.   

C. Special Sick Leave 

An employee who becomes ill for a number of consecutive days, causing the 

employee to use all current or accumulated leave, may be granted additional sick 

leave by providing the immediate supervisor with written verification of the illness 

by a licensed physician. For employees who are members of religious sects that do 

not adhere to medical practices, a letter certifying the illness from a recognized 

authority in their respective religious organization will replace the licensed 

physician=s statement. 

 

D. Illness In-The-Line-Of-Duty 

Any member of the staff will be entitled to illness in-the-line-of-duty leave when 

he/she must be absent from his/her duties because of a personal injury (see Policy 

EGAA, Workers Compensation) received in the discharge of duty or because of 

illness from contagious or infectious disease contracted in school work. Evidence 

satisfactory to the Superintendent or designee will be furnished with each claim made 

for such illness. Leave for illness in-the-line-of-duty will be granted by the Board for 

a total, not to exceed ten (10) days during any school year. 

 

E. Donated Sick Leave 

 

Any Gulfport School District employee may donate a portion of his or her unused 

accumulated vacation leave or sick leave to another employee of the same or another 

school district who is suffering from a catastrophic injury or illness or who has a 

member of his or her immediate family suffering from a catastrophic injury or 

illness. 

 

1. ACatastrophic injury or illness@ means a severe condition or combination of 

conditions affecting the mental or physical health of an employee or a 

member of an employee=s immediate family, including pregnancy, that 

requires the services of a licensed physician for an extended period of time 

and that forces the employee to exhaust all leave time available to that 

employee, thereby resulting in the loss of compensation from the school 

district for that employee. 

2. AImmediate family@ means spouse, parent, stepparent, sibling, child or 

http://www.dol.gov/esa/whd/fmla/finalrule.htm
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stepchild. 

3. The employee donating the leave (the Adonor employee@) will designate the 

employee who is to receive the leave (the Arecipient employee@) and the 

amount of unused accumulated vacation leave and sick leave that is to be 

donated, and will notify the Superintendent or his/her designee of his or her 

designation. 

4. The maximum amount of unused accumulated vacation leave that an 

employee may donate to any other employee may not exceed a number of 

days that would leave the donor employee with fewer than seven (7) days of 

vacation leave remaining, and the maximum amount of unused accumulated 

sick leave that an employee may donate to any other employee may not 

exceed fifty percent (50%) of the unused accumulated sick leave of the donor 

employee. 

5. An employee must have exhausted all of his or her leave before he or she will 

be eligible to receive any leave donated by another employee.  Eligibility for 

donated leave will be based upon review and approval by the donor 

employee=s supervisor. 

6. Before an employee may receive donated leave, he or she must provide the 

Superintendent or his her designee with a physician=s statement that states 

the beginning date of the catastrophic injury or illness, a description of the 

injury or illness, and a prognosis for recovery and the anticipated date that the 

recipient employee will be able to return to work. 

7. If the total amount of leave that is donated to any employee is not used by the 

recipient employee, the whole days of donated leave will be returned to the 

donor employee on a pro rata basis, based on the ratio of number of days of 

leave donated by each donor employee to the total number of days of leave 

donated by all donor employees. 

8. Donated leave will not be used in lieu of disability  retirement. 

Legal Reference: Mississippi Code 1972, ' 37-7-307  

 

F. Retirement and Death Benefits from Accrued Sick Leave 

1. In accord with and limited by state law, accrued sick leave at the time of an 

employee=s retirement may be used to extend time accrued for retirement 

purposes.  Upon retirement from employment each classified employee will 

receive credit and be paid at federal minimum wage rate per hour for any 

unused sick leave allowance exceeding the maximum amount that may be 

credited to the employee for retirement purposes 

Legal Reference: Mississippi Code 1972, '25-3-95[5], ' 37-7-307) 

2. In the event an employee becomes terminated by death, the Board of Trustees 

will pay to his/her beneficiary an amount equivalent to the number of accrued 

days of sick leave, limited to sixty (60) days total, at the last daily rate of pay 

received by the deceased employee.  A beneficiary must be named and on file 

with the Board of Trustees for this benefit to be awarded. '37-7-301(p) 
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G. Maternity Leave  

Customarily, the Board has not recognized any formal obligation to assure the 

continued employment of classified personnel who must be absent from their work 

stations for an extended period of time beyond any sick leave the employee may have 

accrued.  At an informal level, however, an effort has been made to re-hire such 

employees whenever the cause for such extended absences has been removed and the 

employee is again available for employment, provided the same or a comparable job 

is available. 

 

The purpose of this policy will be to formalize the informal process described above 

for maternity leave only and to provide employees taking maternity leave assurance 

of employment after such leave has been taken. 

 

1. A request for maternity leave must be submitted in writing by the pregnant 

employee to her immediate supervisor. 

2. The request for maternity leave should state the approximate dates on which 

leave will begin and end.  Each pregnant classified employee should 

determine with discretion the proper time to begin maternity leave; however, 

should a medical doctor or the employee=s immediate supervisor, subject to 

the approval of the Superintendent, determine that the best interests of the 

pregnant classified employee would be best served by her ceasing regular 

work, the maternity leave will begin at that time. 

3. A classified employee may apply accumulated sick leave toward maternity 

leave for that period of time that a medical doctor certifies the employee is 

unable to perform regular job duties.  If the employee does not wish to apply 

accumulated sick leave to the maternity leave, she must so indicate prior to 

taking maternity leave. Accumulated sick leave is applied for that period of 

maternity leave the employee=s health care provider certified the employee is 

unable to perform assigned duties. A medical certification is required for all 

maternity leaves. 

4. A classified employee will be eligible to take maternity leave after having 

completed one full year (in any time classification -- 9, 10 or 12 months) of 

employment with the Gulfport School District. 

5.  A classified employee who is on maternity leave must give notice of her 

intentions to return to work ten (10) days prior to returning to work. 

6. This policy assures that the eligible employee who takes maternity leave will 

be returned to her former job or a similar job requiring the same skills and 

performances as her former job after she comes off maternity leave. 

 

H. Emergency Leave 

1. Definition: Emergency leave is defined as special and unusual circumstances 

occurring unexpectedly for the employee which necessitates the absence of 

the employee from his/her normal duties.  Typical examples include death or 
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illness of a family member, physical damage to one=s house or automobile 

requiring the physical presence of the school employee, etc.  (e.g., The 

wedding of a friend or an invitation to the inaugural ball of a newly elected 

governor is not sufficient basis for granting emergency leave.) 

2. Employees who are eligible to accrue sick leave and who have less than ten 

years of experience may use up to two days per year (non-cumulative) for 

emergency reasons. 

3. Employees who are eligible to accrue sick leave and who have ten years or 

more of experience may use up to three (3) days per year (non-cumulative) 

for emergency reasons. 

4. The employee or employee=s designee must make a prompt report to the 

employee=s immediate supervisor or designee reporting the reason for 

emergency leave. 

 

I. Vacation 

1. All classified personnel employed for 12 months (240 - 260 days, 7 - 8 hours 

per day) will be awarded vacation days as follows: 

 

1 year: 5 Days; 2 - 10 years: 10 Days;  

11 - 15 years: 12 Days: 16 + years: 15 Days 

2.  The Director of Maintenance and Operations will approve the time of 

vacations of maintenance and operations employees. 

3.   The person for whom a secretary works will approve the time of his/her 

vacation. 

4. All vacation days earned for a fiscal year will be awarded on July 1 of the 

next fiscal year and must be used by October 1 of the following year (15 

months).  A proration and payroll deduction will be calculated and made for 

any individual who uses the vacation days but resigns prior to the end of the 

school year. 

5. All unused leave time (sick, personal, emergency or vacation) may be added 

to accumulated leave in determining length of service for retirement 

purposes. 

6. Vacation time is required to be used for FML. See II. B. above. 

 

J. Personal Leave With Pay 

Full-time regular employees who are eligible to accrue sick leave may use up to two 

days per year (non-cumulative) of such leave for personal reasons when approved by 

the employee=s immediate supervisor and by the Superintendent or his/her designee. 

 Employees working twelve (12) months (240 - 260 days) may use up to three (3) 

days per year for personal leave.   Requests for personal leave may not be taken at a 

time when fulfillment of assigned duties will be unduly impaired by the interruption. 

Such days approved for personal leave will be charged against the employee=s 

currently accrued sick leave.  After two personal leave days have been taken in any 

one fiscal year, additional personal leave will be on a no pay status.  Any personal 
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leave not used as identified in this section will be accrued as sick leave.   

 

K.  Personal Leave Without Pay 

1. Whenever an employee has used all available days of leave, any leave taken 

thereafter will be days of leave without pay. (See II. A. 6. of this policy.) 

2. Whenever an employee fails to properly report within a reasonable period of 

time the reason for his/her absence from work (as in the case of illness or 

injury) or takes personal leave without having obtained prior approval from 

his/her immediate supervisor, at the discretion of the employee=s immediate  

supervisor the employee may be charged with leave without pay. 

3. Salary adjustments made necessary from Aleave without pay@ will be made 

for the pay period in which the absence(s) occurred.  

 

L. Legal Leaves 

1. Jury Duty 

 

Employees selected for jury duty will receive normal pay for each day on 

which jury duty is served.  Mileage allowance paid by the courts to any 

employee, as a result of having served as juror will be retained by the 

employee as just payment for the distance traveled to perform such duty.  

Days spent as a juror are recorded as legal leave. 

 

2. Court Appearance 

 

Employees who must appear in court for personal reasons during their normal 

working hours will be accommodated without penalty if the amount of time 

they are away from the job is two hours or less.  If the employee must be 

absent from his/her job for more than two hours, he/she must take personal 

leave for one-half day or more. 

 

When the employee must appear in court on behalf of federal, state or local 

government, in connection with his/her job assignment, or because of receipt 

of a subpoena or other legal order to appear in court, no leave will be charged 

against the employee; however, the leave will be recorded as legal leave. A 

copy of jury duty notice, subpoena, or other legal order must accompany 

submission of the Leave Request Form. 

 

(Legal Reference: Mississippi Code 1972, '25-3-92 [2(a)] 

 

M. Military Leave 

Employees of the Board of Trustees of the Gulfport School District who are required 

to serve in the armed forces of the United Stated or the state in fulfillment of 

obligations incurred under selective service laws or because of membership in 

reserves of the armed forces or National Guard will be granted military leave without 
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pay. Military leave without pay may be granted, at the discretion of the Board, to any 

employee volunteering for military duty.  Employees granted such leave for military 

service will, upon completion of the tour of duty, be returned to employment without 

prejudice, provided application for re-employment is filed within six months 

following the date of discharge or release from active military duty and provided 

further that the Board will have a reasonable time, not to exceed six months, to 

reassign the employee to duty in the District.  

 

No more than four years of active duty, whether acquired prior to or during 

employment with the District, will be counted as years of service for placement of the 

salary schedule.  Military leave of less than a year during employment with the 

District will count as regular employment time for placement on the salary schedule 

regardless of how such leave may be counted for retirement purposes. 

 

Reservists and National Guardsmen will make written requests to the appropriate 

military authorities to have their short-term annual tours of duty scheduled during 

their summer months between regular school sessions and will furnish a copy of such 

request to the Superintendent in order to be entitled for consideration of leave with 

pay in the event their tours are not rescheduled as they requested. Employees whose 

military pay is greater than their pay from the Gulfport School District will be 

considered as taking approved leave without pay. Employees whose military pay is 

less than District pay will be supplemented by the District in an amount that will 

make up the difference between military pay and District pay (not to exceed the 

employee=s regular District pay). The Leave Request Form must be accompanied by 

the employee=s verification of military rate-of-pay. Such leave will be considered 

military leave. 

 

N. Professional Leave 

The Superintendent or designee may authorize certain types of leave classified as 

professional or job-related as follows:  

 

Such leave will not be charged to the individual, and, under circumstances 

determined appropriate by the Superintendent or designee, the employee may receive 

expense reimbursement. 

 

Legal Reference: Mississippi Code 1972, '37-7-307 

 

1. Professional Leave, Extended Period of Time 

Professional leave will be construed to mean any authorized leave to attend 

professional meetings and/or to enroll at an accredited college or university 

for periods of extended duration.  A full report of professional meetings must 

be presented to the Superintendent upon request.  Professional leave may be 

granted to any employee of the Gulfport School District, and the Board may 

grant pay in part or in full for any professional leave granted. 
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2. Conferences and Visitations 

The Superintendent or designee may authorize professional leave for 

visitations, attendance of personnel at state, regional, and national meetings, 

workshops and conferences without pay deduction.   Employees are to submit 

requests for professional leave in writing to their immediate supervisor. The 

supervisor will forward the request with recommended approval or 

disapproval to the Superintendent or designee.  The Superintendent or 

designee will be responsible for judging the absences for professional leave 

that will be allowed.  Factors such as budget, limitations for employing 

substitutes, and reimbursement for travel, meals, and lodging will be 

considered. 

3. Professional Development Training 

Professional development activities will be conducted on designated work 

days.  Daily pay rate for pre-approved non-workday training will be 

approved. 

4. Temporary Duty  

Employees may be assigned to temporary duty by the Superintendent or 

his/her designee for the purpose of performing educational services, including 

participation in school surveys, professional meetings, study courses, 

workshops, etc.  In such cases, if the situation is interpretable as being a 

directed assignment by appropriate officials, the time spent away from regular 

duties will not be classified as leave but will be classified as temporary duty 

and will be reported on an appropriate form as such. 
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Employees will not at any time engage in any employment that would interfere with their 

effectiveness in performing their regular assigned duties.  Employees will not engage in any other 

employment or in any private business during the hours necessary to fulfill appropriate assigned 

duties. 

 




