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2018-2019 Calendar 
 (for 240-day Contract Employees) 

July 4, 2018 Independence Day 

September 3, 2018 Labor Day 

November 22-23, 2018 Thanksgiving 

December 20-31, 2018 Christmas 

January 1-3, 2019 New Year’s Day (Sunday) 

January 21, 2019 or February 18, 2019 Martin Luther King Day or President’s Day 

March 18-22, 2019 or 5 days Spring Break 

May 27, 2019 Memorial Day 

*for 240-day employees only

Initial Adoption: 
Last Revision:  April 11, 2018 
Last Adoption: April 11, 2018 
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Vacations 
All personnel employed on a 240-day contract earn vacation time as set by the SCSC Board of 
Directors.  Such vacation time shall be earned at the rate of one day per month.  Vacation days can 
accumulate to twelve days.  All vacation days accumulated in a contract year must be used by December 
31 of the following contract year, i.e. for July 1, 2015, through June 30, 2016, vacation days carried over 
must be used by December 31, 2016.  Vacation days are to be accounted for on leave forms and on 
individuals’ Gmail calendars.  Employees will request vacation days at least three days in advance for 
three or more consecutive vacation days in writing to the director. 

Maternity Leave 
Maternity leave is treated as any other leave for illness. 

Personal Leave Days 
The South Central Service Cooperative permits each employee who works at least 190 days per year two 
days for personal business.  If an employee uses additional personal leave days, the employee’s daily 
rate of pay will be deducted from his/her check.  Personal leave days cannot be carried forward into the 
next contract year.  They must be used within the fiscal year when accrued, if not, they are lost. 

Sick Leave 
The Board of Directors of the South Central Service Cooperative shall grant to every full-time employee 
one day per month worked for sick leave.  A day will be accrued on the last working day of each month.  
Sick leave can be taken for personal illness, illness in the immediate family, or death in the immediate 
family, which includes spouse, children, parents, grandchildren, in-laws, siblings, step-parents, 
grandparents and others as approved by the director.  The cooperative office shall maintain a record of 
sick leave used and accumulated to a maximum of 120 days.  The director may require a statement from 
a medical doctor or other acceptable proof that the employee was unable to work so that there will be no 
abuse of sick leave privileges.  Upon proper verification in writing from the previous employing school 
district or state agency, an employee employed by the Cooperative may transfer up to 90 days of sick 
leave from another school district in Arkansas, the Arkansas Department of Education, or another 
Arkansas education cooperative. 

Sick Leave Transfer Policy  
Sick Leave Transfer Policy For 2004-2005 
When an employee or an employee’s family, as defined in the South Central Service Cooperative’s sick 
leave policy, has a catastrophic illness or accident for the 2004-2005 school year, employees may 
voluntarily donate up to fifteen days of accumulated sick leave, as sick leave is defined in the South 
Central Service Cooperative’s sick leave policy, to the employee up to 30 days’ total.  The donated sick 
leave days can total only enough to meet that person’s needs for the current pay period or for the current 
year.  Transfer will be confidential.  The sick leave transfer form is to be completed and signed by the 
person making the transfer before the transfer occurs.  Approval by the South Central Service 
Cooperative’s director is required prior to posting the sick leave transfer. 

Sick Leave Transfer Policy for 2005-2006 
On August 24, 2005, Marsha Daniels, SCSC Director, presented a proposed Sick Leave Transfer Policy 
for 2005-2006 to the SCSC Board.  Below is an excerpt from the minutes of that meeting concerning the 
fact that that policy was tabled, and the director was instructed to do further study on this policy and to 
present this policy on a later date. 
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“For 2005-2006, Mrs. Daniels, the current director, requested that the sick leave transfer policy be 
changed to ‘employees may voluntarily donate up the five sick leave days each’ to the sick leave transfer pool.  
Board members discussed some of the problems that they had had with sick leave transfer policies and decided to 
research the policy further.  Some members offered to send their district policies to Mrs. Daniels.  Dr. Jerry Guess 
made the motion to hold on the policy for now and to consider it again. Max Dyson seconded the motion, and all 
voted ‘yes.’” 

Initial Adoption: 
Last Revision:  June 15 2015 
Last Adoption: May 22, 2017: April 11, 2018 

Sick Leave Donation Policy 

When an employee or an employee's family, as defined in the South Central Service Cooperative's sick 
leave policy, has a catastrophic illness (see definition below) or major accident which causes the 
employee to be absent from work and when the employee has exhausted all accumulated and current 
sick leave, a Request for Additional Sick Leave Form may be submitted on behalf of the absent 
employee to the Cooperative Director.  Written documentation from the absent employee or absent 
employee’s family member’s attending physician must specify the reason and the need for the employee 
to be absent from duty and the expected duration thereof. 

Following approval by the Cooperative Director, other SCSC employees may voluntarily donate up to 
five days each of accumulated sick leave, as sick leave is defined in the South Central Cooperative's sick 
leave policy, to the absent employee.  The donated sick leave days can total only enough to meet the 
absent employee’s needs for the current pay period.  A Sick Leave Donation Form is to be completed 
and signed by the person making the donation before the donation occurs.  Approval by the South 
Central Service Cooperative's Director is required prior to posting the sick leave donation. 

Donated sick leave days may be retroactively applied to the first unpaid leave date for that pay period. 

Catastrophic illness - An unusually prolonged or complex illness, especially one that causes severe organ dysfunction or threatens 
life.  Catastrophic illnesses often make exceptional demands on patients, caregivers, families, and health care resources.   

Medical Dictionary, © 2009 Farlex and Partners 

Date Adopted:  March 9, 2016 
Last Revised:  May 22, 2017 
Last Adopted:  May 22, 2017; April 11, 2018 
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South Central Service Cooperative 

Request for Additional Sick Leave Form 
(due to catastrophic illness or accident) 

ABSENT EMPLOYEE’S NAME:  ______________________________________________________ 

ADDRESS:  
__________________________________________________________________________________ 

PHONE:  
__________________________________________________________________________________ 

REQUEST MADE BY:  ______________________________________________________________ 

ADDRESS:  _______________________________________________________________________ 

PHONE___________________________________   APPLICATION DATE___________________ 

NUMBER OF DAYS REQUESTED FOR CURRENT PAY PERIOD __________________________ 

REASON FOR REQUEST: (Additional pages may be added)_________________________________ 

__________________________________________________________________________________ 

______________________________________  _____________________ 
Signature  Date 

*** Attach physician statement and other relevant information. 

------------------------------------------------------------------------------------------------------------ 

Bookkeeper's signature verifies that the employee named above has exhausted all of his/her available 
sick leave. 

Bookkeeper's Signature_______________________________________  Date___________________ 

Request approved _________         Request denied _________ 

Director's Signature__________________________________________  Date___________________ 

Initial Adoption: March 9, 2016 
Last Revision: May 22, 2017 
Last Adoption: May 22, 2017: April 11, 2018 
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South Central Service Cooperative 

Sick Leave Donation Form 

I, _____________________________________________________________, wish to donate 

______________ (up to five) of my accumulated sick leave days to ____________________________ 

__________________________________________________________________________________. 

Signature____________________________________________________  Date__________________ 

------------------------------------------------------------------------------------------------------------ 

Bookkeeper's signature verifies that the employee named above has the accumulated sick leave available 
for donation.  

Bookkeeper's Signature_______________________________________  Date___________________ 

Donation approved _________                       Donation denied _________ 

Director's Signature__________________________________________  Date___________________ 

Initial Adoption: March 9, 2016 
Last Revision: May 22, 2017 
Last Adoption: May 22, 2017; April 11, 2018 
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Travel Expense Reimbursement Guidelines 

South Central Service Cooperative (SCSC) will use Google Maps to compute mileage for travel 
reimbursement.  For short distances within Camden, El Dorado, Magnolia, or for distances between our 
service sites, the assistant bookkeeper will share a mileage chart with all employees, and the chart will 
be posted and updated as needed on the SCSC website.  All exceptions to this method must be 
preapproved by the Director.  Employees who spend most of their time in the field and are not required 
to come to their official work site on a daily basis, should compute their mileage on those days as 
explained below:  

The employee must reach his/her actual work site and return to his/her residence at his/her own expense. 
Business mileage is the mileage between work sites.  As per IRS guidelines, employees are to be at 
the first assigned site for an official reason a minimum of 30 minutes before transitioning to 
another site in order to claim mileage. 

a. Travel to a temporary/alternate work location (school/day-care/home visit site) from
home- The employee shall be reimbursed if the number of miles between the employee’s
home and the temporary work location exceeds the normal commuting miles driven from
the home to regular work station (office or assigned school).  For example, if the
employee’s official work site is 10 miles from the employee’s home, and he/she must
travel to an alternate worksite, 15 miles from home, the traveler would only be
reimbursed each way for 5 miles (15 - 10 = 5).

b. Travel to normal work station (office or assigned school) then to alternate site- If the
employee performs official local travel during the regular work day after arriving at their
official work site, the travel costs exceeding the normal daily commuting costs will be
reimbursed.  For example, if the employee is at the assigned official work site for part of
the day but finishes the day at an alternate site, the reimbursable amount is determined by
subtracting the employee’s normal daily commute home from office to worksite is 15
miles and office to work is 10 miles, so employee is paid 15 miles for first leg of trip and
5 miles for trip home (15-10 = 5).  If the employee returns to the office, then the full trip
mileage of 15 miles each way would be reimbursed.

c. Travel to conferences, unit meetings or training sessions outside of the SCSC boundaries
(Calhoun, Columbia, Dallas, Ouachita and Union)- The employee shall be reimbursed
the total distance each way from his or her official work station or residence to the
conference destination, whichever is the shorter distance of the two.

d. Itinerant staff- The employee shall be reimbursed for all miles driven from their first
daily assignment to any subsequent assignment during the day. Itinerant employees will
not be reimbursed mileage from home to their first assignment or from their last
assignment to home, regardless of their place of residence.

Rates for reimbursement will be set and approved by the SCSC Board of Directors, unless specified by 
Board amendment, the rate will be the same as the rate allowed by the ADE or by ACE. 

Parking will be reimbursed based on a parking receipt.  Effective February 12, 2015, fees for parking a 
privately-owned vehicle are reimbursable if the fees are incurred while conducting organizational 
business for South Central Service Cooperative.  Valet parking fees are not permitted unless there is no 



7 

other safe and reasonable parking.  If there is no other safe and reasonable parking available, the director 
may pre-approve valet parking in accordance with IRS regulations for the full amount of the valet 
parking fee assessed for such official business.  Written explanation must be attached. 

Vehicle rental will be approved only in instances when it is a necessary means for transportation for 
SCSC business.  The first consideration for vehicle rent should be public transportation, shuttles, and 
taxi service.   

Expenses of lodging will be reimbursed based on the GSA rates when a preapproved business-related 
meeting dictates the necessity for overnight accommodations.  The director may approve other hotel and 
meal rates at her discretion.  Employees are only eligible for reimbursement for travel expenses for 
travel that has been approved in advance.  If travel is made prior to approval being given, employees are 
in danger of disciplinary action and/or not receiving reimbursement. 

Meal reimbursements:  Co-op employees are eligible for meal reimbursements, as per IRS guidelines, 
only when an employee stays overnight for a business-related function.   The Director may disallow 
expenditures that are excessive.  Itemized receipts and appropriate documentation illustrating meeting 
purpose shall be required.  All meal receipts must be itemized in order to receive your reimbursement. 
Receipts not itemized must show documentation of what was purchased, name of vendor, dated and 
signed by vendor when applicable.   The first and last calendar day of meal expense is calculated at 75% 
of the total per day allocation. 

Meal and lodging allowance are based on current GSA rates. The GSA rates will be used for out-of-state 
travel.  SCSC reimburses for actual expenses not to exceed the GSA rates for the area.  Room rates 
exceeding the above rates must have prior approval and include a justification why it was in the best 
interest of SCSC.  Reimbursement for actual lodging expenses exceeding the above amounts may be 
allowed with advanced written approval of the Director or his/her designee.  Itemized receipts are still 
required.  For out-of-state trips, the GSA rates will be used.  See the GSA rates site at 
https://www.gsa.gov/travel/plan-book/per-diem-rates. 

Travel Permit Requisition Forms are required for all travel for which a reimbursement will be requested. 
In conjunction with copies of your Travel Permit Requisition form, you must have your agenda or 
registration form attached, and original receipts relating to the recorded travel in order to receive your 
reimbursement.  All Travel Permit Requisition forms must be submitted and approved by the director, 
bookkeeper, program coordinator and the traveler before travel takes place.  The director can waive this 
requirement under certain conditions that she deems necessary.  Travel reimbursement requests must be 
submitted within 60 days of the date that the expenses were initially incurred; reimbursement requests 
that are made on expenses incurred more than 60 days will be denied.  The director may override this 
denial if there is cause to do so.  Employees must use TR-1 reimbursement forms for travel 
reimbursements.  

Meal expenses incurred by the Director or other administrators, as necessary, in the performance of their 
duties when meeting with state officials or consultants may be reimbursed on a prorated, per-person 
basis in line with the mandates of this policy.  Such expenses shall only be reimbursed when the 
expenditure is likely to result in a tangible benefit to the Co-op.  
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Expenses not covered 

The Co-op shall not reimburse the following items/categories of expenses: 
1. Alcoholic beverages;
2. Entertainment expenses – including sports or sporting events; pay per view or game expenses at

motels;
3. Replacement due to loss or theft;
4. Discretionary expenses for items such as clothing or gifts;
5. Room service fees associated with meal delivery to room;
6. Medical expenses incurred while on route to or from or at the destination of the reason for the travel;

and
7. Tips

Initial Adopted: June 14, 2017 
Revision: October 11, 2017  
Last Date Adopted: June 14, 2017: April 1, 2018 
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Travel Expense Reimbursement Form, TR-1E 
Proof of current liability insurance, vehicle registration, and proof of drivers’ license must be on file. 

DEPARTMENT OFFICIAL STATION 

NAME OF PAYEE LICENSE PLATE NUMBER 

ADDRESS 

DETAILED EXPENDITURES OTHER THAN MILEAGE MILEAGE 

DATE 

NAME 
OF 

TOWN 
VISITED 

REASON 
FOR 

TRAVEL 

HOTEL 
ROOM 

MEALS INCIDENTALS 
TOTAL 

PER 
DAY 

Starting 
Location 

Start 
Odometer or 

MapQuest 

Ending 
Location 

Ending 
Odometer 

MILEAGE 
DRIVEN 

RATE PER 
MILE 

AMOUNT 
CLAIMED 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

$0.00 0.42 $0.00 

Sub-Totals 0.00 0.00 0.00 $0.00 TOTALS FOR MILEAGE 0 0.42 $0.00 

Incidentals 
(1) Postage (2) Parking Fee (3) Registration Fee (4) Emergency Car Repairs (5) Guide Service for the Blind
(6) Minor Purchases (7) Meals for State Guests and Wards of the State (8) Taxi  (9) Common Carrier  (10)

Telephone  (11) Other (Explain) 

Sub-Total: $0.00 
I hold a valid Arkansas Driver's License # 

_______________ and maintain liability insurance 
coverage on the automobile I drive with minimum 

limits of $25,000/50,000/15,000. 

I hereby swear the information provided 
on this form is true. 

Mileage Claimed: $0.00 

Total Claimed: $0.00 

Approved: 
(Travel Supervisor) (Signature of Traveler) (Title) 
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Family Leave Time 
Any cooperative employee may use his/her vacation time and/or sick days for family leave time for the 
birth or adoption of a child.  When all vacation time and/or sick days have been used, the cooperative 
employee may take more time for family leave time, but his/her regular pay rate per hour or per day will 
be deducted for all the time the employee is absent from work.  Nothing in this subsection will be 
construed to prevent SCSC from considering paid leave time to also be considered to be unpaid FMLA 
time under SCSC’s FMLA policy.   

Family and Medical Leave Act (“FMLA”) 
The cooperative will comply with the requirements of the Family and Medical Leave Act of 1993 
(“FMLA”), and if any provision of this policy conflicts with the FMLA, the Act shall govern.  Terms 
used in this policy have the same definitions as used in the Act.   

The FMLA entitles eligible employees to take unpaid, job-protected leave for specified family and 
medical reasons with continuation of group health insurance coverage under the same terms and 
conditions as if the employee had not taken leave.   

Leave Eligibility 
Eligible employees are entitled to twelve work weeks of leave in a 12-month period for: 

1. the birth of a child and to care for the newborn child within one year of birth;
2. the placement with the employee of a child for adoption or foster care and to care for the newly

placed child within one year of placement;
3. to care for the employee’s spouse, child, or parent who has a serious health condition;
4. a serious health condition that makes the employee unable to perform the essential functions of

his or her job;
5. any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or

parent is a covered military member on “covered active duty”

Eligible employees are entitled to twenty-six work weeks of leave during a single 12-month period to 
care for a covered service member with a serious injury or illness if the eligible employee is the service 
member’s spouse, son, daughter, parent, or next of kin (military caregiver leave). 

Cooperative’s Notice to Employees 
The cooperative shall post, in conspicuous places, where notices to employees and applicants for 
employment are customarily posted, a notice explaining the FMLA’s provisions and providing 
information about the procedure for filing complaints with the Department of Labor. 

Concurrent Paid Leave 
To the extent the employee has accrued paid leave, any leave taken that qualifies for FMLA leave (with 
the exception of a workers’ compensation absence, see below) shall be paid leave and charged against 
the employee’s accrued leave.  All FMLA leave is unpaid unless substituted by applicable accrued paid 
leave. 

Questions about FMLA leave should be directed to Glen Scott, SCSC Bookkeeper, at (870) 836-1611 or 
via email at glen.scott@scscoop.org. 

Date Adopted:   July 27, 2016 
Last Revised: 
Last Adopted:  May 22, 2017; April 11, 2018 
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Bereavement/Funeral Pay Policy 

1. The policy of SCSC is to grant its employees up to three days’ bereavement/funeral leave
without loss of pay in the event of the death of any of the following immediate family members:

(1) Spouse
(2) Parent
(3) Child(ren)�
(4) Siblings
(5) Grandparents
(6) In-Laws (Mother, Father, Son, Daughter, Brother or Sister)
(7) Step-parent
(8) Grandchild(ren)�
(9) Other Persons included at the Director's discretion

2. In order for bereavement leave to be claimed, the employee must complete a leave form and
return it to the director's office for approval within 5 working days of the death. (Bereavement
Leave Form follows this policy and can also be found on the SCSC website. Click on Employee
Links, then click on SCSC Forms and search for Bereavement Form.)

3. The bereavement/funeral leave with pay is not related to any particular period of time (e.g., one
year). It is not, therefore, cumulative. The right to this benefit depends totally on the occurrence
of the event, i.e., the death and funeral of a member of the employee’s immediate family as
defined herein. The right to this benefit is separate and apart from any other form of leave with
pay, e.g., sick leave.

4. A primary purpose of this benefit is to permit attendance at family members’ funerals without
loss of pay. Therefore, attendance at the funeral is required. SCSC may require proof of the
death, immediate family relationship, and funeral attendance.

5. Advance notice of intent to be absent from work, as with any absence, is required in order to be
eligible for the bereavement/funeral pay.

Initial Adoption: June 15, 2015 
Last Revision: 
Last Adoption: May 22, 2017; April 11, 2018 
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 Bereavement Leave Request Form 

Instructions:  Employees should use this form to request/report absences related to 
funeral/bereavement.  Once the form has been completed, it must be submitted to the Director within 5 
days.  Bereavement leave may only be taken in half day or whole increments and is not be accumulated. 

Employee’s Name: ___________________________________________________________________ 

Title: _____________________________________________________________________________ 

Date of Death:  _________________________  Date of Funeral:  ____________________ 

Date(s) of Leave:____________________________________________________________________ 

Amount of Leave Used (specify in hours): _____________________________________________ 

Name of Deceased:__________________________________________________________________ 

The deceased is my (circle one): 

� Spouse � Parent* � Child(ren)* � Siblings 
� Grandparents � In-Laws** � Step-Parents  � Grandchild(ren) 
� Other _____________________________________ 

*Includes “step-parents, step-children”
**Includes “Mother, Father, Son, Daughter, Brother or Sister”

________________________________________________       ___________________ 
Employee’s Signature       Date 

________________________________________________      ________________ 
Director’s Signature                  Date 

The Director may require proof of death from the employee showing the dates the employee was unable 
to work so that there will be no abuse of bereavement and/or sick leave. Failure to provide proof will 
result in a reversal of leave days granted and nonpayment for any related days of missed work.  
Disciplinary action may be taken in cases of fraudulent requests.  
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No Pay for Accrued but Unpaid Leave Time 
An employee shall not be paid upon termination of employment for any reason (including, but not 
limited to, resignation, retirement, discharge, non-renewal, death) for sick leave days accrued, but not 
used by the employee at the time of termination.    

Initial Adoption: March 28, 2013 
Last Revision: 
Last Adoption: May 22, 2017; April 11, 2018 

Conferences and Visitations 
The Board of Directors authorizes the director to grant professional attendance at conferences, 
workshops, and other out-of-town or state activities as she determines necessary to achieve the goals and 
to meet the needs of the cooperative.  All travel out of the co-op area, which includes Calhoun, 
Columbia, Ouachita, and Union Counties, requires an approved travel permit prior to the travel.  The 
director has authority to disallow reimbursement of expenses if an employee fails to complete a travel 
permit prior to out-of-co-op area travel.  In order to be reimbursable, out-of-state trips for the co-op must 
be pre-approved by the director.  

Salary Deductions 
Salary deductions, which are considered statutory, shall be deducted in accordance with applicable laws 
and regulations. 

Holidays 
Holidays are listed on the SCSC calendar yearly. 

Personnel File 
The South Central Service Cooperative shall maintain personnel records for employees.  The records 
shall be available for the employees to inspect or copy.  The employees may submit for inclusion in the 
files written information in response to any of the materials contained therein. 

Personnel Records 
The cooperative shall require complete and current personnel records on all employees.  All information 
contained in an employee’s records shall be considered confidential and shall not be transmitted to other 
persons or agencies without written approval by the employee, or as subpoenaed by legal authorities.  It 
shall be the responsibility of each employee to ensure that his/her personnel files are complete and 
current in compliance with established board procedures.  The employee may obtain a copy of the files 
by paying the copying cost and by signing a records release form.  The employee may submit for 
inclusion in the file any written information in response to any of the information contained in the file. 

Suspension, Non-Renewal, and Termination 
Suspension, non-renewal, and termination of personnel shall be conducted in accordance with the 
Arkansas Acts and Statues currently in force. 
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Grievance Procedure 
I. Definitions

A. “Grievance” means any concern related to personnel policy, salary, federal or state laws
and regulations, or terms or conditions of employment raised by an employee.

B. “Employee” means a person employed by the South Central Service Cooperative under a
written contract.

C. “Immediate Supervisor” is that employee possessing administrative authority to direct the
activities of the grievant.

II. Procedure – All grievances shall be handled in accordance with the following procedure:
A. Step 1 – Any employee shall promptly present to the employee’s immediate supervisor

the grievance in writing.  Such notice shall be presented no later than ten working days
after the date on which the alleged grievance occurred.  The employee and his immediate
supervisor shall make a proper disposition of the grievance, and the supervisor shall reply
to the employee in writing within ten working days following the disposition of the
grievance.  If the employee does not submit the grievance within the time limits
prescribed, the employee shall have no further rights with respect to the grievance.

B. Step 2 – If the employee wishes to appeal the decision in Step 1, the appeal must be
presented to the director in writing within ten working days of the receipt of the Step 1
decision.  A copy of the Step 2 appeal, together with the Step 1 decision, must be
simultaneously submitted to the director.  The director shall schedule a meeting with the
employee within ten working days to attempt to resolve the grievance.  Notice of the Step
2 conference with the employee shall be mailed to the employee by licensed mail.  Unless
the grievance shall be so appealed, it shall be deemed to have been settled, and the
employee shall have no further right with respect to the grievance.

C. Step 3 – If the employee wishes to appeal the decision in Step 2, the appeal must be
presented to the director within ten working days of the receipt of the Step 2 decision.  A
copy of the Step 3 appeal together with the copies of the grievance, the Step 1 and Step 2
decisions, and the name of the representative of the employee, if any, must be
simultaneously submitted to the director.  The employee’s appearance to present his
appeal before the board will be scheduled at the regularly scheduled board meeting unless
both parties agree to a different date.  The hearing shall be open or closed at the
discretion of the employee.  If the hearing is open, the parent or guardian of any student
under the age of eighteen who gives testimony may elect to have the student’s testimony
given in closed session.  The grievant may be represented by a person of his own
choosing, but not by a member of the grievant’s immediate family at any step in the
procedure.  At the hearing, the employee shall have an adequate opportunity to present
the grievance but no more than ninety minutes, and both parties shall have the
opportunity to present and to question witnesses within the ninety minutes.  The board
and administration shall have no more than ninety minutes to present, and the grievant or
his representative may question each administrator making a statement followed by
questions by the board within the ninety minutes.

When the open hearing has concluded, the board of directors will make a motion and a
second and then vote.  If the hearing has been closed at the request of the grievant, then
the board may discuss the grievance.  When the decision has been made, the board will
go into public session for the motion, second, and vote.  The grievant will be provided a
copy of the board’s decision in writing.

Initial Adoption: 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 
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Grievance Report 

First Report of Incident: 

Grievant: 

Supervisor: 

Date: 

Description of Incident: 

Names of Witnesses: 

Signature: 
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Grievance Response 

Step 1 Response: 

Supervisor: 

Grievance Filed by: 

Date: 

Decision: 

Signature of Supervisor: 
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Grievance Appeal 

Step 2 Appeal: 

Grievance Appeal Filed by: 

Date: 

Request to the Co-Op Director: 

Signature: 
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Director’s Grievance Decision – Step 2 

Co-Op Director’s Response to: 

Date: 

Co-Op Director’s Decision: 

Signature of Co-Op Director: 
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Grievance Appeal – Step 3 

Step 3 Appeal 

Grievance Appeal Filed by: 

Date: 

Request to the Co-Op Director: 

Signature: 
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Board of Director’s Grievance Decision 

Step 3 Decision on Grievance Filed by: 

Date: 

 Board of Director’s Response: 

Signature, SCSC Board President 

Signature, SCSC Board Secretary 



22 

Purchase of Commodities Policy 

All purchases of commodities by co-op employees shall be made by requisition.  A requisition form 
shall be completed by the employee and submitted to his/her supervisor for approval.  The purchasing 
procedure and the competitive bidding procedure have been posted on line for employees’ convenience.  
All employees should follow these procedures.  Any purchase made without a prior approved requisition 
form shall not be paid for by the co-op.  The employee making the purchase will be liable for the 
amount of the purchase.  No reimbursement from the co-op will be made. 

Definitions: 

“Commodities” are all supplies, goods, material, equipment, computers, software, machinery, facilities, 
personal property, and services other than personal and professional services, purchased on behalf of the 
cooperative. 

“Micro-purchases” are purchases with a value of less than three thousand five hundred dollars ($3,500) 
when purchased with Federal funds. 

“Professional services” are legal, financial advisory, architectural, engineering, construction 
management, and land surveying professional consultant services. 

“Specifications” means a technical description or other description of the physical and/or functional 
characteristics of a commodity. 

Co-op supervisors or coordinators may make purchases with an approved requisition for commodities 
included in their approved department budgets according to Arkansas School Law 6-21-304: 

(a)(1) All purchases of commodities by any school district, except those specifically exempted by § 
6-21-305, shall be made as follows:

(A) All purchases for a Federal program with an estimated purchase price between three
thousand five hundred dollars ($3,500) and twenty thousand dollars ($20,000) and in each instance in 
which the estimated purchase price shall equal or exceed twenty thousand dollars ($20,000), the 
commodity shall be procured by soliciting bids, provided that the purchasing official may reject all bids 
and may purchase the commodity by negotiating a contract. If the purchasing official, after rejecting all 
bids, determines that the purchase should be made by negotiation, then each responsible bidder who 
submitted a bid shall be notified of the determination and shall be given a reasonable opportunity to 
negotiate;   

(B) Open market purchases may be made where the purchase price is less than ten thousand
dollars ($10,000); and 

(C) No purchasing official shall parcel or split any item or items with the intent or purpose to
enable the purchase to be made under a less restrictive procedure. 

(2)(A) In soliciting bids for the purchase of a commodity, a school district or a person or 
organization acting on behalf of a school district shall not impose qualifications or specifications that 
unreasonably restrict competition for the purchase of a commodity.   
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(B)(i) As used in this subdivision, "specifications" means a technical description or other description 
of the physical or functional characteristics of a commodity.   

(ii) Specifications shall not include the name or identity of any specific vendor.

(3)(A) A school district shall notify in writing all actual or prospective bidders, offerors, or 
contractors who make a written request to the school district for notification of opportunities to bid.   

(B) Notice under subdivision (a)(3)(A) of this section shall be provided in sufficient time to allow
actual or prospective bidders, offerors, or contractors to submit a bid or otherwise appropriate response. 

(4)(A) Any competitive bid submitted to a school district in response to a solicitation for bids for the 
purchase of a commodity shall be accompanied by a form substantially similar to the following page that 
is signed and notarized by the agent of the bidder. 

Exemptions from bidding requirements:  A.C.A. §6-21-305 

“(a) The following commodities may be purchased without soliciting bids: 
(1) (A) Commodities in instances of an unforeseen and unavoidable emergency.

(B) Provided, no emergency purchase shall be approved by the superintendent unless a
statement in writing shall be attached to the purchase order describing the emergency
necessitating the purchase of the commodity without competitive bidding;

(2) Commodities available only from the federal government;
(3) Utility services, the rates for which are subject to regulation by a state agency or a federal

regulatory agency;
(4) With the exception of used school buses, used equipment and machinery; and
(5) Commodities available only from a single source.

(b) However, the purchasing official must determine in writing that it is not practicable to use other
than the required or designated commodity or service, and a copy of this statement shall be
attached to the purchase order.”

Supervisors or coordinators of the co-op must receive approval in writing from the co-op director before 
making purchases $1,000 or more. 

All SCSC employees are required to follow state law in the purchasing process.  See “Bidding 
Procedure” which is a part of the SCSC on-line resources for employees.  Also, be sure to use the “Bid 
Justification” form when necessary.  This form is on-line for all employees as well. 

Initial Adoption: 
Last Revision:  June 2, 2016 
Last Adoption: May 22, 2017: April 11, 2018
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Affidavit for Bidders 
South Central Service Cooperative 

Ouachita County 

I, __________________________, hereby state: 

(1) I am the duly authorized agent of ________________, the bidder submitting the competitive bid,
which is attached to this statement, for the purpose of certifying the facts pertaining to the existence of
collusion among and between bidders and state officials, as well as facts pertaining to the giving or
offering of things of value to government personnel in return of special consideration in the awarding of
any contract pursuant to the bid to which this statement is attached.

(2) I am fully aware of the facts and circumstances surrounding the making of the bid to which this
statement is attached and have been personally and directly involved in the proceedings leading to the
submission of the bid.

(3) Neither the bidder nor anyone subject to the bidder’s direction or control has been a party:

(A) To any collusion among bidders in restraint of freedom of competition by agreement to bid at a
fixed price or to refrain from bidding;

(B) To any collusion with any state official or employee as to quantity, quality or price in the
prospective contract, or as to any other terms of the prospective contract; or

(C) In any discussions between bidders and any state official concerning exchange of money or
other thing of value for special consideration in the awarding of a contract.

(4) I hereby guarantee that the specifications outlined in the bid shall be followed as specified and that
deviation from the specification shall occur only as part of a formal change process approved by the
board of directors for the co-op.

______________________________ 
Signature 

Subscribed and sworn to before me this _______day of _______, 20___. 

_____________________________ 
Notary Public 
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South Central Service Cooperative 
Bid Justification Explanation Form 

Date of Bid Award _________________________ 

Rationale for Bid Selection:  (Check one and attach explanation) 

______________ Lowest Bid 

______________ State Purchasing List 

______________ TIPS/TAPS 

______________ Meets Needs Best 

______________ Best Service Contract 

______________ Other 

Please make sure that you attach all bids, at least 3 are required, along with a concise, complete 
explanation for why the bid was selected. State Purchasing List and TIPS/TAPS do not require bids and 
bid specifications.  The bidding process was followed in each of these cases. 

Comments: 

Director’s Signature Date 
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Acceptable Computer Use Policy 

South Central Service Cooperative offers access to the Cooperative’s computer network for electronic 
mail and Internet to Cooperative employees. To gain access to e-mail and the Internet, all employees 
must agree and sign this form. 

The following policy for acceptable use of computers, networks, and system resources, including the 
Internet, shall apply to all South Central Service Cooperative administrators, faculty, and staff as well as 
any state or educational employees housed at South Central Service Cooperative or working offsite 
using Cooperative Computer and Network resources. All technology equipment shall be used under the 
supervision of the site administrator. Any user who violates any condition of this policy is subject to 
disciplinary action or administrative sanctions as specified in the Personnel Policy Handbook. 

Computer and Password Protection 

1. The individual in whose name a computer is issued will be responsible, at all times, for its proper
use.

2. Users shall not let other persons use their name, logon, password, or files for any reason (except
for authorized staff members).

3. Users shall not store or display their system resource passwords anywhere except on their person
(e.g. wallet, purse) or in an otherwise secure location (e.g. locked cabinet or file drawer).

4. Users shall not try to discover another user's password by any method.
5. Users shall not erase, rename, or make unusable anyone else's computer files, programs, or disks.

Inappropriate usage 

6. Use of non-instructional / non-administrative Internet games, is prohibited. This includes, but is
not limited to, personal use of streaming media such as online radio stations or video broadcasts.
(Short newsworthy video clips are allowed)

7. Users may not copy or distribute copyrighted materials such as software, audio, video, files,
graphics, and text without the express written permission of the copyright owner and the
permission of the site administrator.

8. Users may not download, upload, install, or otherwise use programs or software not directly
related to their work prior to permission from the South Central Service Cooperative Technology
Department. This includes, but is not limited to, executing “portable” applications located on
mobile media or devices.

9. Users shall not use the system for illegal purposes, in support of illegal activities, or for any other
activity prohibited by district policy and guidelines.

10. Users shall not write, produce, generate copy, propagate, or attempt to introduce any computer
code designed to self-replicate, damage, or otherwise hinder the performance of any computer's
memory, file system, or software. Such software is often called a bug, virus, worm, Trojan, or
other name.

11. Users shall not use system resources to purposefully distribute, create, or copy messages or
materials that are abusive, obscene, sexually oriented, threatening, harassing, or illegal.
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Acceptable Computer Use Policy Page 2 

12. Users shall not use system resources to purposefully access materials that are abusive, obscene,
sexually oriented, threatening, harassing, or illegal. The State of Arkansas provides filtering
mechanisms to help prevent accidental access to such materials; however, filters are not all-
inclusive and will not block all inappropriate sites. In the event, that accidental access to
prohibited materials occurs, users are expected to immediately discontinue such access and
report the incident to the supervising teacher or site administrator.

13. South Central Service Cooperative does not support personal equipment or software. Users shall
not install personal software on South Central Service Cooperative owned computers (Home
Network Connection Software is permitted).

14. Users shall not use system resources for the forgery or attempted forgery of e-mail messages.
Attempts to read, delete, copy, or modify the email of other system users, deliberate interference
with the ability of other users to send/receive email, or the use of another person's email account
is prohibited.

15. Users with South Central Service Cooperative e-mail access shall not waste district resources
through inappropriate use of the network including use of South Central Service Cooperative
group e-mail distribution lists to send non-administrative or non-instructional messages to other
users (e.g. chain letters, broadcast messages, and personal advertisements).

16. Limited personal use of the system shall be permitted if the use imposes no tangible cost on the
district, does not unduly burden South Central Service Cooperative’s computer or network
resources, and has no adverse effect on an employee’s job performance.

17. Users who identify or know of a security problem on the system must notify a System
Administrator, Principal, or teacher immediately and must not demonstrate or verbalize the
security problem to other users.

18. Users should be aware that the inappropriate use of electronic information resources could be a
violation of local, state or federal laws. Violations can lead to prosecution.

19. Peer to Peer (file sharing) programs (LimeWire, Kazaa, and others) are prohibited on the South
Central Service Cooperative network and on Cooperative computers used for the purpose of
illegally downloading or uploading media.

20. Users will not connect personal computing or networking equipment to any district owned
computer or network resource. This includes, but is not limited to, personal laptops,
switches/hubs, wireless access points, cable/DSL routers, etc., unless written permission is
granted by the South Central Service Cooperative Technology Department.

Computer Security, Access, and Logins 

21. Users shall not bypass or attempt to bypass the Cooperative’s security measures through means
such as, but not limited to, online proxies, bootable media, IP spoofing, etc.

22. Users shall not intentionally damage the system, damage information belonging to others, misuse
system resources, or allow others to misuse system resources.

23. Users shall not alter or vandalize computers, networks, printers, or other associated equipment
and system resources. Alteration or vandalism includes, but is not limited to, removal of parts,
intentional destruction of equipment, attempting to degrade or disrupt system performance, or
attempting to make system resources unusable.

24. Users shall not relocate or remove technology equipment (hardware or software) from its
location without permission from the South Central Service Cooperative Technology
Department.



28 

Acceptable Computer Use Policy Page 3 

25. Users shall not use system resources to distribute or provide personal information or addresses
that others may use inappropriately.

26. Users should be aware that electronic mail (e-mail) and all other files stored on South Central
Service Cooperative’s network are the property of South Central Service Cooperative. Users
should not send any messages or create any files that they would not want to be made public.
Space restrictions will be implemented according to co-op guidelines.

27. Users shall maintain a strong password on South Central Service Cooperative computers, email
system, and any other network logins, at all times. A strong password is at least 8 characters long
and contains at least 3 different types of characters. (e.g. Name321*, this example has four
different characters and 8 total characters)

28. Student, staff and client information shall be safely guarded. Laptops will contain encrypted
areas or will have full disk encryption. All student, staff, and client personal information shall be
kept in the encrypted areas.

User Privacy 

29. Users should not expect privacy in the contents of their personal files on the Cooperative’s
network or permissible personal computers used at the Cooperative; they must realize that any
information stored electronically on Cooperative-owned equipment is subject to Arkansas’
Freedom of Information Act and any permissible personal computer is required by this
agreement to be subject to the same regulations. The Cooperative reserves the right to monitor,
inspect, copy, review and store at any time and without prior notice, any, and all usage of the
computer network and/or internet usage.

CONSEQUENCES FOR VIOLATION OF THIS POLICY MAY INCLUDE ONE, SOME, OR 
ALL, OF THE FOLLOWING: 

Ø Revocation, suspension, or limitation of access to the system;
Ø Revocation of the computer system account;
Ø Disciplinary action up to and including discharge, consistent with SCSC policies and due

process; and/or,
Ø Referral to an appropriate law enforcement agency.

As a user of the South Central Service Cooperative’s computer network, I hereby agree to comply 
with the above stated rules for using the Internet, networked and stand-alone computers and 
other co-op technology equipment. 

Name:_________________________________ Title:_______________________________ 

Signature:_____________________________ Date:_______________________________ 

Legal References:  20 USC 6801 et seq. (Children’s Internet Protection Act; PL 106-554) 
A.C.A. § 6-21-107; A.C.A. § 6-21-111

Initial Adoption: June 26, 2008 
Last Revision:  March 14, 2012 
Last Adoption: May 22, 2017; April 11, 2018 
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Internet Safety Policy 

South Central Service Cooperative (SCSC) offers services to schools that provide professional 
development to educators and support to schools in their region. SCSC makes computers and other 
devices such as iPads, iPods, etc. and/or computer Internet access available to 3-5 year-old students 
through the SCSC ABC preschools and through the SCSC Early Childhood Special Education program. 
The intent is to allow students to use instructional games, applications, etc. and to allow students to learn 
how to use computer technology. Use of Co-Op computers and similar devices is for educational and/or 
instructional purposes only. It is the policy of the Co-Op to equip each computer with Internet filtering 
software designed to prevent users from accessing material that is harmful to minors. Measures are put 
into place to prevent access to sites inappropriate for young viewers. 

Student use of computers and other similar devices shall only be directed or assigned by staff or 
teachers; students are advised that they enjoy no expectation of privacy in any aspect of their computer 
use, including email, and that monitoring of student computer use is continuous. Students who misuse 
computers and other related devices that are the property of SCSC or who misuse Internet access in any 
way, including using computers to violate any other policy will face disciplinary action. All computer 
users must comply with the SCSC Acceptable Use Policy as well when they utilize SCSC computers 
and other electronic equipment belonging to SCSC. 

It is the policy of the SCSC to: (a) prevent user access over its computer network to, or transmission of, 
inappropriate material via Internet, electronic mail, or other forms of direct electronic communications; 
(b) prevent unauthorized access and other unlawful online activity; (c) prevent unauthorized online
disclosure, use, or dissemination of personal identification information of minors.

In an effort to help protect student welfare when they navigate the Internet, the SCSC will work to 
educate students about appropriate online behavior, including interacting with other individuals on 
social networking websites and in chat rooms and cyber bullying awareness and response. 

Access to Inappropriate Material 
Technology protection measure (or "Internet Filters") shall be used to block or filter Internet, or other 
forms of electronic communications, and access to inappropriate information. 

Specifically, as required by the Children's Internet Protection Act, blocking shall be applied to visual 
depictions of material deemed obscene or child pornography, or to any material deemed harmful to 
minors. 

Subject to staff supervision, technology protection measures may be disabled or, in the case of minors, 
minimized only for bona fide research or other lawful purposes. 

Inappropriate Network Usage 
Steps shall be taken to promote the safety and security of users of the SCSC's online network when 
using electronic mail, chat rooms, instant messaging, and other forms of direct electronic 
communications. Specific steps, as required by the Children's Internet Protection Act, shall include: 

a. Education of Minors on appropriate online behavior, including interacting with other
individuals on social networking websites.

b. Cyber bullying Awareness
c. Cyber bullying Response
d. Access by minors to inappropriate matter on the Internet and World Wide Web
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Internet Safety Policy Page 2 

e. The safety and security of minors when using electronic mail, chat rooms, and other forms of
direct electronic communications

f. Unauthorized access including "hacking" and other unlawful activities by minors online
g. Unauthorized disclosure, use, and dissemination of personal information regarding minors
h. Measures designed to restrict minors' access to materials harmful to minors

Supervision and Monitoring 
It shall be the responsibility of all members of the SCSC staff to supervise and monitor usage of the 
online computer network and access to the Internet in accordance with this policy and the Children's 
Internet Protection Act. 

Procedures for the disabling or otherwise modifying any technology protection measures shall be the 
responsibility of the SCSC Technology Coordinator or her designated representatives. 

CIPA definition of terms: 

Technology Protection Measure 
The term "technology protection measure" means a specific technology that blocks or filters Internet 
access to visual depictions that are: 

Obscene, as that term is defined in section 1460 of title 18, United States Code;  

or 

Child Pornography, as that term is defined in section 2256 of title 18, United States Code; or 

Harmful to Minors 
The term "harmful to minors" means any picture, image, graphic image file, or other visual depiction 
that: Taken as a whole and with respect to minors, appeals to a prurient interest in nudity, sex, or 
excretion; depicts, describes, or represents, in a patently offensive way with respect to what is suitable 
for minors, an actual or simulated sexual act or sexual contact, actual or simulated normal or perverted 
sexual acts, or a lewd exhibition of the genitals; and taken as a whole, lacks serious literary, artistic, 
political, or scientific value as to minors. 

Sexual Act; Sexual Contact 
The terms "sexual act" and "sexual contact" have the meanings given such terms in section 2246 of title 
18, United States Code.  

I understand and will abide by the above Terms and Conditions for the SCSC computer network Internet 
Safety Policy. I further understand that violation of the regulations above is unethical and may constitute 
a criminal offense. Should I commit any violation of this policy, I understand that the SCSC response 
may include one, some, or all of the following:  revocation of my access; disciplinary action up to and 
including discharge, consistent with SCSC policies and due process; and/or referral to an appropriate 
law enforcement agency. 



31 

Internet Safety Policy Page 3 

Enter your name in the space provided below. 

______________________________________________      _______________ 
 Employee Name       Date 

Choose one of the following options: 

______ I DO NOT accept this policy.  

______I have read and accept this policy. 

Legal References: 
Children’s Internet Protection Act; Pub. L. No. 106-554 
20 USC 6777 
A.C.A. § 6-21-107
A.C.A. § 6-21-111

Initial Adoption: January 18, 2012 
Last Revision:  April 24, 2012 
Last Adoption: May 22, 2017; April 11, 2018 
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Equal Opportunity Employment Guidelines 

All prospective employees must fill out an application form provided by the Co-op, in addition to any 
resume provided; all of the information provided is to be placed in the personnel file of those employed. 

If the employee provides false or misleading information, or if he/she withholds information to the same 
effect, it may be grounds for dismissal. In particular it will be considered a material misrepresentation 
and grounds for termination of contract of employment if an employee’s licensure status or other 
relevant status is discovered to be other than as it was represented by an employee or applicant, either in 
writing on application materials or in the form of verbal assurances or statements made to the co-op. 

It is grounds for termination of contract of employment if an employee fails a criminal background 
check or receives a true report on the Child Maltreatment Central Registry check. 

An individual with a currently suspended license or whose license has been revoked by the State Board 
of Education is not eligible to be employed by the co-op; this prohibition includes employment as a 
substitute teacher, whether directly employed by the co-op or providing substitute teaching services 
under contract with an outside entity. 

Inquiries on non-discrimination may be directed to the director, who may be reached at (870) 836-1633. 

The South Central Service Cooperative is an equal opportunity employer and does not discriminate 
based on race, color, creed, religion, sex, pregnancy, sexual orientation, gender identity, age, handicap, 
disability, national origin, or genetic information in employment or promotion, or in any educational 
program. 

The co-op will adhere to all Arkansas and United States Laws regarding veterans’ employment 
preferences. 

Date Adopted:    
Last Revised:    June 2, 2016 
Last Adopted:   July 27, 2016; May 22, 2017 

Solicitations by Staff Members 
The Board of Directors of the South Central Service Cooperative prohibits any employee of the 
organization from directly benefiting from the sale or purchase of goods or services to students in the 
school districts or to the school districts affiliated with the co-op or to parents of such students or school 
employees served by the co-op except as provided by law. 

Conflict of Interest 
The Board of Directors of the South Central Service Cooperative prohibits employees from engaging in 
additional employment or any other personal pursuits that would affect their efficiency or usefulness as 
employees in the organization; that would make time and/or energy demands upon such individuals 
which could interfere with their effectiveness in performing their contractual obligations to the co-op; or 
that would compromise or embarrass the organization; that would adversely affect the organization’s 
status or professional standing; or that would in any way conflict with or violate professional ethics.  
Employees shall not engage in any other employment or in any private business during the hours 
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required to fulfill assigned duties.  The director or the board of directors may require from any full-time 
employee a written description of other employment, hours, and number of days involved. 

Any member of the co-op that engages in activities for pay during regular working hours must choose 
one of the two options: 

(1) Use a day of vacation time or a personal business day; or
(2) Exchange a holiday for a workday.

Either option chosen must have the director’s written approval before hand. 

Jury duty or court appearance shall be defined as any duty for which a subpoena is issued by a federal, 
state, or local court.  Any employee subpoenaed for jury duty or court appearance, which requires the 
employee to be absent from work, shall be entitled to a temporary leave of absence.  Any monetary gain 
from the jury duty or court appearance shall be subtracted from the amount paid by the co-op for the 
employee’s normal daily rate of pay. 

Initial Adoption: 
Last Revision:  June 2, 2016 
Last Adoption: May 22, 2017; April 11, 2018 

Personnel Policy for Maintaining a Drug-Free Workplace 
The South Central Service Cooperative recognizes its responsibility to provide a drug-free workplace; 
therefore, in compliance with the provisions of Public law 101-226, the co-op prohibits the possession, 
use, or distribution of illegal drugs and/or alcohol by its employee on the co-op’s premises or at any 
assigned workplace other than the co-op’s premises. 

The illegal manufacture, distribution, dispensation, possession or use of narcotics, drugs, alcohol, or 
controlled substances during working hours, activities, or on co-op’s premises constitutes conduct 
unbecoming an employee and is prohibited.  An employee shall not report to work or work after having 
used any prohibited drug.  Compliance with this regulation is a condition of employment and any 
employee in violation will be subject to disciplinary action, up to and including termination of 
employment. 

Compliance with the standards of conduct stated in this policy is mandatory of all employees.  
Violations of any part of this policy will result in disciplinary action, including suspension and 
termination.  When it has been established that an employee possesses or is under the influence of illegal 
drugs or other materials including drug paraphernalia expressly prohibited by federal, state, or local 
laws, or of any mind altering, non-prescribed substance while the employee is on the co-op’s premises 
or at a work station assigned by the co-op, at co-op functions, or on official co-op business, the 
employee will be subject to probation, suspension with or without pay, or to dismissal.  The employee 
may be reported to the legal authorities. 

Harassment 
The South Central Service Cooperative is committed to maintaining a workplace that is free from all 
forms of harassment.  Sexual harassment is a form of misconduct that undermines the integrity of the 
employment relationship.  Unsolicited and unwelcome sexual overtures are personally offensive and 
interfere with effectiveness of employees; therefore, the co-op will not tolerate sexual harassment. 
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The co-op will not tolerate sexual harassment in relation to the hiring, retention, promotion, supervision, 
evaluation, training or participation in activities, nor in the context of co-worker interaction.  Co-op 
employees must recognize that their positions may embody unequal power relationships with their 
subordinates in which the potential exists for the less powerful to perceive a coercive element in 
suggestions relative to activities outside those appropriate to the professional relationship.  Co-op 
supervisors and teachers must act in such a manner that their words or actions cannot reasonably be 
perceived as coercive.  Such conduct is an abuse of authority and position. 

Sexual misconduct is defined as unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature plus any behavior that suggests that submission to such 
conduct is made a term or condition of employment or forms a basis for employment decisions affecting 
that individual or conduct that has the purpose or effect of unreasonably interfering with work 
performance or of creating an intimidating, hostile, or offensive environment.  Sexual harassment that 
creates an offensive environment includes jokes, vulgar language, sexual innuendoes, pornographic 
pictures, sexual gestures, physical grabbing or pinching, and other unwelcome or offensive physical 
touching, or contact. 

The South Central Service Cooperative will not tolerate any forms of harassment that are based on race, 
skin color, age, gender, religious beliefs, or national origin. 

The co-op shall act promptly to investigate all allegations of harassment and will take an appropriate 
action to remedy the situation if the allegation is determined to be valid.  Appropriate action to remedy 
the situation shall include warning, probation, leave without pay, and termination of employment. 

If a co-op employee feels that he/she is the subject of harassment, the victim should inform the harasser 
that the conduct is inappropriate and must stop, either through words or actions, which demonstrate that 
the harassment is offensive.  If the conduct continues, the victim shall use the co-op’s grievance 
procedure to file a grievance using the form provided by the co-op. 

Initial Adoption: 
Last Revision:  
Last Adoption: May 2, 2017; April 11, 2018 
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Harassment Report Form 

Date of Report: 

Description of Incident: 

Place Incident Occurred: 

Date of Incident: 

List of Witnesses: 

Was the offender requested to cease the offensive behavior? Yes No 

Did the behavior cease? Yes No 

Co-Op Employee Complainant’s Signature 

Co-Op Representative’s Signature 
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Job Performance Evaluation 
Every co-op employee shall be evaluated in writing yearly.  A copy of the evaluation form for each 
employee will be kept in the files of the co-op director. 

Parent Notification Policy for Preschool Children 
The South Central Service Cooperative early childhood personnel shall comply with the parent 
notification policy when: 

(1) co-op personnel make a report to any law enforcement agency concerning student misconduct;
(2) co-op personnel allow law enforcement personnel access to a student; and
(3) co-op personnel know that a student has been taken into custody by law enforcement personnel

during the school day or while the student is under the co-op’s supervision.

The South Central Service Cooperative’s director, early childhood coordinator, or designee shall make a 
reasonable good faith effort to contact the student’s parent, legal guardian, or other person having lawful 
control of the student by court order or person acting in loco parentis listed on the student’s enrollment 
forms. 

The South Central Service Cooperative’s director, early childhood coordinator, or designee shall give 
the parent, legal guardian, or other person having lawful control of the student under an order of court or 
person acting in loco parentis notice that the student has been reported to, interviewed by, or taken into 
custody by law enforcement personnel. 

If the co-op personnel are unable to reach the parent, he or she shall make a reasonable effort to get a 
message to the parent to call either the co-op director, early childhood coordinator, or the student’s 
teacher and to leave both a day and an after-hours’ telephone number. 

Notification will not be made if co-op personnel make a report or file a complaint based on suspected 
child abuse or neglect or if student access is granted to law enforcement personnel for purposes of 
investigation of suspected child abuse or neglect. 

Co-Op personnel and the school principal or his or her designee shall go with and be present during the 
time that a child is removed from the classroom to be examined or questioned by law enforcement 
personnel unless the law forbids their presence. 

Initial Adoption: 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 
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South Central Service Cooperative 
FY2018-2019 Licensed Salary Schedule 

Teacher Bachelor's 
Degree Teacher Masters Degree Coordinators, 

Supervisors, Technology Intake Provider 

Steps 
* 
0 $32,000 $36,650 $46,294 $40,602 
1 $32,480 $37,200 $46,990 $41,082 
2 $32,960 $37,750 $47,686 $41,562 
3 $33,440 $38,300 $48,382 $42,042 
4 $33,920 $38,850 $49,078 $42,522 
5 $34,400 $39,400 $49,774 $43,002 
6 $34,880 $39,950 $50,470 $43,482 
7 $35,360 $40,500 $51,166 $43,962 
8 $35,840 $41,050 $51,862 $44,442 
9 $36,320 $41,600 $52,558 $44,922 

10 $36,800 $42,150 $53,254 $45,402 
11 $37,280 $42,700 $53,950 $45,882 
12 $37,760 $43,250 $54,646 $46,362 
13 $38,240 $43,800 $55,342 $46,842 
14 $38,720 $44,350 $56,038 $47,322 
15 $39,200 $44,900 $56,734 $47,322 
16 $39,680 $45,450 $57,430 $47,322 
17 $40,160 $46,000 $58,126 $47,322 
18 $40,640 $46,550 $58,822 $47,322 
19 $41,120 $47,100 $59,518 $47,322 
20 $41,600 $47,650 $60,214 $47,322 

Based on 190 Days       
(4) Based on 200 Days 

(3) Based on 190 Days
(5) & (6) Based on 200 Days (1) Based on 240 Days (2) Based on 240 Days

$480.00 Yearly Increment. $550.00 Yearly Increment. $696.00 Yearly Increment 

(1) Teacher Center Coordinator (See Supplemental Salary Schedule)
(1) ECH Coordinator (Index Multiplier 1.21)
(1) ABC Coordinator (Index Multiplier 1.21)
(2) Intake Provider (Index Mulitplier 1.132)
(3) Behavior Support Specialist (Index Multiplier 1.395 for a 200-day
contract.)
(4) PK-12 Educational Examiner (Index 1.365 for a 200-day contract -
individual should hold a Bachelor's degree.)
(5) PK-12 Educational Examiner (Index 1.395 for a 200-day contract. -
individual should hold a Masters degree)
(6) PK-12 Educational Examiner (Index 1.48 for a 200-day contract -
individual should hold a specialist's degree or its equivalent)

Last Revision: June 14, 2017; March 5, 2018 
Last Adoption: June 14, 2017; April 11, 2018 
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South Central Service Cooperative 
FY 2018-2019 Classified Salary Schedule 

Bookkeeper 

Long-Term 
Substitute 

Teacher (No 
Degree) 

Long-Term 
Substitute 

Teacher (With 
Degree) 

Speech 
Therapist SLP Asst. Aides Administrative 

Assistant 

Certified 
Long-Term 
Substitute 
Teacher 

Steps * Index Multiplier 
1.052 

0 $43,062 $14,522 $16,696 $59,550 $31,544 $15,024 $40,111.60 $19,797 
1 $43,758 $14,750 $17,000 $60,100 $32,024 $15,176 $40,591.60 $20,101 
2 $44,454 $14,978 $17,304 $60,650 $32,504 $15,328 $41,071.60 $20,405 
3 $45,150 $15,206 $17,608 $61,200 $32,984 $15,480 $41,551.60 $20,709 
4 $45,846 $15,434 $17,912 $61,750 $33,464 $15,632 $42,031.60 $21,013 
5 $46,542 $15,662 $18,216 $62,300 $33,944 $15,784 $42,511.60 $21,317 
6 $47,238 $15,890 $18,520 $62,850 $34,424 $15,936 $42,991.60 $21,621 
7 $47,934 $16,118 $18,824 $63,400 $34,904 $16,088 $43,471.60 $21,925 
8 $48,630 $16,346 $19,128 $63,950 $35,384 $16,240 $43,951.60 $22,229 
9 $49,326 $16,574 $19,432 $64,500 $35,864 $16,392 $44,431.60 $22,533 
10 $50,022 $16,802 $19,736 $65,050 $36,344 $16,544 $44,911.60 $22,837 
11 $50,718 $17,030 $20,040 $65,600 $36,824 $16,696 $45,391.60 $23,141 
12 $51,414 $17,258 $20,344 $66,150 $37,304 $16,848 $45,871.60 $23,445 
13 $52,110 $17,486 $20,648 $66,700 $37,784 $17,000 $46,351.60 $23,749 
14 $52,806 $17,714 $20,952 $67,250 $38,264 $17,152 $46,831.60 $24,053 
15 $53,502 $17,942 $21,256 $67,800 $38,744 $17,304 $47,311.60 $24,357 
16 $54,198 $18,170 $21,560 $68,350 $39,224 $17,456 $47,791.60 $24,661 
17 $54,894 $18,398 $21,864 $68,900 $39,704 $17,608 $48,271.60 $24,965 
18 $55,590 $18,626 $22,168 $69,450 $40,184 $17,760 $48,751.60 $25,269 
19 $56,286 $18,854 $22,472 $70,000 $40,664 $17,912 $49,231.60 $25,573 
20 $56,982 $19,082 $22,776 $70,550 $41,144 $18,064 $49,711.60 $25,877 

*Based on 240 Days *Based on 190
Days *Based on 190 Days *Based on 190

Days 
*Based on 190

Days 
*Based on 190

Days *Based on 240 Days *Based on 190
Days 

$696.00 Yearly 
Increment. 

$228.00 Yearly 
Increment. 

$304.00 Yearly 
Increment 

$550.00 Yearly 
Increment 

$480.00 Yearly 
Increment 

$152.00 Yearly 
Increment 

$480.00 Yearly 
Increment 

$304.00 Yearly 
Increment 

Last Revision: June 14, 2017; April 11, 2018 
Last Adoption: June 14, 2017; April 11, 2018 
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South Central Service Cooperative 
FY 2018-2019 Hourly Salary Schedule 

 Secretary 1 Secretary 2 Network 
Engineer 

Part-Time 
Maintenance 
and Media 
Delivery 

Part-Time 
Maintenance 
& Building 
Grounds 

Floating 
Substitutes Subs 

Support 
Lead 

Teacher 

Steps 
* 
0 9.93 12.45 26.25 17.50 9.45 9.45 8.50 50.00 
1 10.18 12.70 
2 10.43 12.95 
3 10.68 13.20 
4 10.93 13.45 
5 11.18 13.70 
6 11.43 13.95 
7 11.68 14.20 
8 11.93 14.45 
9 12.18 14.70 

10 12.43 14.95 
11 12.68 15.20 
12 12.93 15.45 
13 13.18 15.70 
14 13.43 15.95 
15 13.68 16.20 
16 13.93 16.45 
17 14.18 16.70 
18 14.43 16.95 
19 14.68 17.20 
20 14.93 17.45 

*Based on Hourly 
Rate 

*Based on Hourly 
Rate 

*Based on 
Hourly Rate

*Based on Hourly 
Rate 

*Based on Hourly 
Rate 

*Based on 
Hourly Rate

*Based on
Hourly

Rate 

*Based on 
Hourly Rate

$0.25 Yearly 
Increment. 

$0.25 Yearly 
Increment. 

 Last Revision: June 14, 2017; April 11, 2018 
Last Adoption: June 14, 2017; April 11, 2018 
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South Central Service Co-op 
FY 2018-2019 Supplemental Salary Schedule 

2017-2018 changes include raising employees that are beyond the 20th step and frozen, up to the 20th 
step salary amount.  In the future, employees beyond the 20th step will be paid on the 20th step amount 
current at the time. 

2017-2018 changes include a one-time 5% increase for hourly employees. 

All employees that work 450 hours per semester or 900 hours per year are provided an additional 
$600.00 to their salary for an insurance supplement.  The $600.00 is not reflected in any of the salaries 
or schedules listed in this document. 

The Director’s salary is negotiated. 

The Facilities Coordinator's salary is determined yearly by a comparison study of other facilities 
coordinators' salaries in co-ops around the state.  Leading indicators such as the consumer price index, 
availability of staff, and market value are used to determine salary. 

Substitutes are paid $8.50 per hour. 

Supplemental Pay for Additional Work or Duties: 
Supplemental pay for additional work or duties is based on an increment or a fraction of an increment.  One 
increment equals $1,800.00. Supplemental pay is awarded by the Director based on duties assigned and on the 
availability of funds. 

Teacher Center Coordinator: 
The Teacher Center Coordinator's salary is based on an assigned multiplier.  The director will assign a 
salary multiplier based on degrees, areas of license, and experience. 

The Teacher Center Coordinator's salary is based on a multiplier assigned to the "Coordinator, 
Supervisor, Technology" column of the Licensed Employee Salary Schedule, and it is based on degrees, 
areas of licensing, and experience.  Multipliers are as follows: 

1.17 Masters level teaching license plus experience as a content specialist, i.e., math or 
literacy specialist. 

1.21 Principal’s license plus 5 or more years of building-level administrative experience 
and/or district-level curriculum specialist licensing. 

1.25 1.21 credentials plus 8 or more years of experience as a district-level curriculum 
specialist or coordinator or related P-12 field, i.e., cooperative experience. 

1.29 1.21 credentials plus District Administrator licensing. 
1.33 P-12 District Administrator licensing plus Specialist Degree in Administration plus 8 or

more years of experience at district level or related experience. 
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South Central Service Co-op 
FY 2017-2018 Supplemental Salary Schedule 

Continued 

1.37 P-12 District Administrator Plus Doctoral Degree in related field with up to 5 years of 
district level or related experience 

1.4 P-12 District Administrator licensing plus Doctoral Degree in related field plus 5 or more 
years of experience in district-level administration or related experience. 

Adopted: April 25, 2013 
Last Revision: June 14, 2017 
Last Adopted: June 14, 2017; April 11, 2018 
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South Central Service Cooperative 
Tuition Reimbursement Policy 

If an employee is requested by the South Central Service Co-Op to acquire hours, certification or a 
degree, the director may approve payment of 50% or more of the tuition and costs.  This reimbursement 
will be made after the course(s) are completed and a transcript with a grade of B or better is presented to 
the director for that reimbursement.  Appeals of the director’s decision can be made in writing to the 
SCSC Board of Directors.  Their decision is final. 

If an employee receives tuition reimbursement for classes approved toward a degree or a credential, the 
employee is required to work at least 3 years following the completion of the degree or credential 
classes so that the co-op receives a financial return on that investment.  If an employee chooses to sever 
employment ties with the co-op before the degree or credential classes are completed, the employee will 
reimburse SCSC for the funds paid for tuition.  If the employee completed the credential and severs the 
employment ties with the co-op before the three years has elapsed, the employee will reimburse SCSC 
for all or a prorated portion of funds paid for tuition based on the time of separation during the three-
year period. 

Initial Adoption: April 19, 2006 
Last Revision:  April 13, 2016 
Last Adoption: May 22, 2017; April 11, 2018 

Procedure for Tuition Reimbursement 

On August 24, 2007, the following procedure was e-mailed to SCSC Staff: 

On April 19, 2006, the SCSC Board of Directors approved a Tuition Reimbursement policy.  A copy of the policy follows. 

Tuition Reimbursement Policy 

If an employee is requested by the South Central Service Co-Op to acquire hours, certification or a degree, the director may approve payment of 50% or 
more of the tuition and costs.  This reimbursement will be made after the course(s) are completed and a transcript with a grade of B or better is presented to 
the director for that reimbursement.  Appeals of the director’s decision can be made in writing to the SCSC Board of Directors.  Their decision is final. 

Approved:  April 19, 2006 
Effective:  July 1, 2006 

To receive this reimbursement, an employee must receive written approval from the co-op director prior to registration for the classes.  This was the policy 
last year.  After the class is completed, a copy of the transcript documenting that the class was completed with a grade of B or better along with a copy of the 
written approval from the director to register for the class must be presented to the director for reimbursement.  Normally, SCSC reimburses 50% of the cost 
for the tuition and other related costs for the class, i.e., fees and books, not travel, etc.  All items that are reimbursed must be documented with original 
receipts.   

This year ABC has agreed to pay 100% of the tuition, so SCSC will pay 100% of tuition for pre-approved ABC funded employees.    Any employee seeking 
tuition reimbursement must receive written approval from the SCSC Director in advance of registration.  Upon completion of the pre-approved class with a 
grade of B or better, the employee may file for tuition reimbursement. 

If you have questions, please contact me at 870-836-2213. 

Marsha Daniels, Director 
South Central Service Co-Op 
400 Maul Road 
Camden, AR 71701 
Phone (870) 836-2213 
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Licensed Personnel Reduction in Force 
Section One: 
The Board of Directors of the South Central Service Cooperative (SCSC) acknowledges its authority to 
conduct a reduction in force (RIF) when a decrease in enrollment or other reason(s) make such a 
reduction necessary or desirable. A RIF will be conducted when the need for a reduction in the work 
force exceeds the normal rate of attrition for that portion of the staff that is in excess of the needs of the 
cooperative as determined by the co-op director.   

In effecting a reduction in force, the primary goals of SCSC shall be: what are in the best interests of the 
member districts of the cooperative; to maintain accreditation in compliance with the Standards of 
Accreditation for Arkansas Public Schools and other applicable licensing or accrediting organizations, 
and the overall needs of the cooperative. A reduction in force will be implemented when the co-op 
director determines it is advisable to do so and shall be effected through non-renewal, termination, or 
both.  Any reduction in force will be conducted by evaluating the needs and long- and short-term goals 
of the cooperative and its programs, and its member districts, and by examining the staffing of the 
cooperative at each site, program and in each licensure area.   

Definitions: 
Site:  Site means the school district where a program is located, or, if the program is not located at a 
school district, site shall mean the administrative offices of the SCSC. 

Program:  Program means a separate organizational unit of the SCSC that requires licensure and/or 
expertise and training in a specific disciplinary area.  For the purposes of this policy, organizational units 
include but are not limited to each site where a preschool program exists, and distinct specialist and 
coordinator position(s) for a discipline or support area.   

Program Elimination or Program Site Elimination 
No seniority shall apply in situations where program elimination occurs or is recommended, program 
funding is lost, site or program licensure or accreditation is lost, or the site of a program is recommended 
for closure, elimination, or curtailment.   

Reduction by Licensure Area or due to Program Size Reduction at a Site or Program Redesign 
If a reduction in force becomes necessary in a program or site, or due to the need to reduce the size of a 
program or at a site, or due to program or site redesign, the licensed employee’s total number of points 
shall be the determining factor.  The licensed employee with the most points as compared to another 
licensed employee assigned to the same site and/or program and with the same licensure shall 
prevail.   

In the event that two employees subject to a RIF have the same length of service, the employee with the 
highest number of points as determined by the schedule contained in this policy shall be retained. The 
employee with the fewest points will be laid off first.  In the event two or more employees have the 
same number of points, the employee(s) shall be retained whose name(s) appears first in the board’s 
minutes of the date of hire. There is no right or implied right for any employee to “bump” or displace 
any other licensed employee.  
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 Points 
• Years of service in the cooperative—1 point per year

All licensed position years in the cooperative count including non-continuous years.
Service in any position not requiring teacher licensure does not count toward years of service.
Working fewer than 120 days in a school year shall not constitute a year.

• Degree in any area of licensure required for the present job assignment in which the licensed
employee will be ranked (only the highest level of points apply)

4 points—Bachelor’s degree 
6 points—Bachelor’s degree plus 15 hours 
8 points—Master’s degree or above 

• College class passed in the last 3 calendar years taken at the request of the cooperative director—1
point.

All points awarded must be verified by documents on file with the cooperative by October 1 of the 
current school year.  Each licensed employee’s points shall be totaled with licensed employees ranked 
by the total points from highest to lowest. All licensed employees employed or assigned to a site or 
program being considered for RIF for a reason other than program elimination or program site 
elimination shall receive a listing of licensed personnel with corresponding point totals. Upon receipt of 
the list, each licensed employee has ten (10) working days within which to appeal his or her assignment 
of points with the cooperative director whose decision shall be final. 

A licensed employee with full licensure in a position shall prevail over a teacher with greater points but 
who is lacking full licensure in that subject area.  “Full licensure” means a permanent, non-contingent 
license to teach in a subject area or grade level, in contrast with a license that is provisional, temporary, 
or conditional on the fulfillment of additional course work or passing exams or any other requirement of 
the Arkansas Department of Education, other than the attainment of professional development training.  

A RIF of any part or portion of a contract of employment, or to reduce salary, or to reduce or 
discontinue positions may also be conducted.  

Legal Reference: A.C.A. § 6-17-2407

Initial Adoption: January 16, 2008 
Last Revision:  June 26, 2008 
Last Adoption: May 22, 2017; April 11, 2018 
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Classified Personnel Reduction in Force 
Section One:  
The Board of Directors of the South Central Service Cooperative (SCSC) acknowledges its authority to 
conduct a reduction in force (RIF) when a decrease in enrollment or other reason(s) make such a 
reduction necessary or desirable. A RIF will be conducted when the need for a reduction in the work 
force exceeds the normal rate of attrition for that portion of the staff that is in excess of the needs of the 
cooperative as determined by the co-op director.   

In effecting a reduction in force, the primary goals of SCSC shall be: what are in the best interests of the 
member districts of the cooperative; to maintain accreditation in compliance with the Standards of 
Accreditation for Arkansas Public Schools and other applicable licensing or accrediting organizations, 
and the overall needs of the cooperative. A reduction in force will be implemented when the co-op 
director determines it is advisable to do so and shall be effected through non-renewal, termination, or 
both.  Any reduction in force will be conducted by evaluating the needs and long- and short-term goals 
of the cooperative and its programs, and its member districts, and by examining the staffing of the 
cooperative at each site, program, and in each licensure area.   

Definitions: 
Site:  Site means the school district where a program is located, or, if the program is not located at a 
school district, site shall mean the administrative offices of the SCSC. 

Program:  Program means a separate organizational unit of the SCSC that requires licensure and/or 
expertise and training in a specific disciplinary area.  For the purposes of this policy, organizational units 
include but are not limited to each site where a preschool program exists.   

Program Elimination or Program Site Elimination 
No seniority shall apply in situations where program elimination occurs or is recommended, program 
funding is lost, site or program licensure or accreditation is lost, or the site of a program is recommended 
for closure, elimination, or curtailment.   

Reduction by assignment area, skill set, training or expertise, RIF due to program size reduction at a site, 
or program redesign 
If a reduction in force becomes necessary in a program or site, or due to the need to reduce the size of a 
program or at a site, or due to program or site redesign, or by a need to reduce the number of employees 
with a particular skill set, training or expertise as determined by the cooperative director, the employee’s 
total number of points shall be the determining factor.  The employee with the most points as compared 
to other employees assigned to the same site and/or program or, if not assigned to a specific 
program, with the same skill set, training or expertise shall prevail.   

In the event that two employees subject to a RIF have the same length of service, the employee with the 
highest number of points as determined by the schedule contained in this policy shall be retained. The 
employee with the fewest points will be laid off first.  In the event two or more employees have the 
same number of points, the employee(s) shall be retained whose name(s) appears first in the board’s 
minutes of the date of hire. There is no right or implied right for any employee to “bump” or displace 
any other classified employee.  
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Points 
• Years of service in the cooperative—1 point per year

All classified position years in the cooperative count including non-continuous years.
Working fewer than 120 days in a school year shall not constitute a year.

• Teacher licensure relevant or helpful as determined by the cooperative director (even if not
required) for the present job assignment—3 points

• Associate Degree - 0.5 points

• Bachelor’s Degree Not Relevant to Job Assignment – 1.0 points

• Bachelor’s Degree Relevant to Job Assignment – 1.5 points

• Masters’ Degree Not Relevant to Job Assignment – 2.0 points

• Master’s Degree Relevant to Job Assignment – 2.5 points

• College class taken with a final grade of “B” or better in the last 3 prior school years (not including
current academic year) taken at the request of the cooperative director—1 point per class for a
maximum possible of 5 points.

All points awarded must be verified by documents on file with the cooperative by October 1 of the 
current school year.  Each employee’s points shall be totaled with comparable employees in an area 
considered for RIF, ranked by the total points from highest to lowest. All employees employed in an 
area considered for RIF shall receive a listing of classified personnel with corresponding point totals. 
Upon receipt of the list, each employee has ten (10) working days within which to appeal his or her 
assignment of points with the cooperative director whose decision shall be final. 

A RIF of any part or portion of a contract of employment, or to reduce salary, or to reduce or 
discontinue positions may also be conducted.  

Legal Reference: A.C.A. § 6-17-2407

Initial Adoption: January 16, 2008 
Last Revision:  June 26, 2008 
Last Adoption: May 22, 2017; April 11, 2018 
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Assignment of Licensed Staff 
The assignment of licensed staff shall be made by the director or his/her designee based upon program 
regulations. Changes in the assignments may be made as necessary due to changes in the student 
population, teacher changes, and to best meet the educational needs of the students. 

Initial Adoption: January 16, 2008 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 

Assignment of Paraprofessionals 
The assignment of paraprofessionals shall be made by the director or his/her designee. Changes in the 
assignments may be made as necessary due to changes in the student population, teacher changes, and to 
best meet the educational needs of the students. 

Legal Reference: A.C.A. § 6-17-201

Initial Adoption: January 16, 2008 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 

Assignment of Classified Staff 
The director shall be responsible for assigning and reassigning classified staff. 

Initial Adoption: January 16, 2008 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 
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Licensed Personnel Planning Time 
The planning time for ABC classroom teachers shall be in increments of not less than forty (40) minutes 
and shall occur during the student instructional day unless a teacher requests, in writing, to have his/her 
planning time occur outside of the student instructional day. For the purposes of this policy, the student 
instructional day means the time that students are required to be present at school.  Whenever possible, 
SCSC works to provide a floating substitute for each classroom to provide this time for teachers to plan. 

Legal Reference: ACA § 6-17-114 (a)(d) 

Initial Adoption: July 15, 2009 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 

Breaks for Classified Staff 
Each classified employee working more than 20 hours per week shall be provided two, paid, 15-minute 
duty free breaks per workday. 

The contract day shall not be extended to provide for these breaks. 

South Central Service Cooperative shall file an affidavit for compliance with the Arkansas Department 
of Education regarding the Fair Labor Standards Act. 

Legal Reference: Acts 2003, No. 1752 

Initial Adoption: July 15, 2009 
Last Revision:  
Last Adoption: May 22, 2017; April 11, 2018 
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Veterans’ Preference in Hiring Policy – Licensed Staff 

All prospective employees must fill out an application form provided by the Cooperative, in addition to 
any resume provided, all of the information provided is to be placed in the personnel file of those 
employed. 

If the employee provides false or misleading information, or if he withholds information to the same 
effect, it may be grounds for dismissal. In particular, it will be considered a material misrepresentation 
and grounds for termination of contract of employment if an employee’s licensure status is discovered to 
be other than as it was represented by an employee or applicant, either in writing on application 
materials or in the form of verbal assurances or statements made to the cooperative. 

It is grounds for termination of contract of employment if an employee fails a criminal background 
check or receives a true report on the Child Maltreatment Central Registry check. 

The Cooperative is an equal opportunity employer and shall not discriminate on the grounds of race, 
color, religion, national origin, sex, age, or disability. 

In accordance with Arkansas law1, the Cooperative provides a veteran preference to applicants who 
qualify for one of the following categories:  
1. a veteran without a service-connected disability;
2. a veteran with a service-connected disability;
3. a deceased veteran’s spouse who is unmarried throughout the hiring process; or

For purposes of this policy, “veteran” is defined as: 
a. A person honorably discharged from a tour of active duty, other than active duty for training only,

with the armed forces of the United States; or
b. Any person who has served honorably in the National Guard or reserve forces of the United States

for a period of at least six (6) years, whether or not the person has retired or been discharged.

In order for an applicant to receive the veteran’s preference, the applicant must be a citizen and resident 
of Arkansas, be substantially equally qualified as other applicants and do all of the following: 
1. Indicate on the employment application the category the applicant qualifies for;
2. Attach the following documentation, as applicable, to the employment application:

• Form DD-214 indicating honorable discharge;
• A letter dated within the last six months from the applicant’s command indicating years of service in the 

National Guard or Reserve Forces as well as the applicant’s current status;
• Marriage license;
• Death certificate;
• Disability letter from the Veteran’s Administration (in the case of an applicant with a service-related

disability).

Failure of the applicant to comply with the above requirements shall result in the applicant not receiving 
the veteran preference; in addition, meeting the qualifications of a veteran or spousal category does not 
guarantee either an interview or being hired. 
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Notes: This policy is similar to Policy 8.13. If you change this policy, review 8.13 at the same time to 
ensure applicable consistency between the two. 

1 Act 444 of 2013, as codified at A.C.A. § 21-3-301 et seq., added public schools to the list of 
employers required to provide a preference to applicants who qualify for a veteran or a deceased 
veteran's spouse category when selecting interview candidates, during the interview process, in 
selecting a new employee. 

A.C.A. § 21-3-302 covers the requirements for giving a veteran preference during the
application, interview, and hiring processes. The statute does not require districts to use a
particular scoring method to demonstrate giving a preference and districts can continue using the
system they have previously been using. However, A.C.A. § 21-3-302 and A.C.A. § 21-3-303
require districts be able to demonstrate that any qualifying applicant was given a preference
during the entire application, interview, and hiring, processes.

If a veteran who is not hired requests, the district must provide the veteran with his/her base 
score, adjusted score, and the successful candidate's score. While there is no statutorily required 
method, ASBA suggests districts use a numerical scoring rubric for the entire hiring process. The 
use of such a rubric makes it easy to demonstrate a preference was given as you can point to 
where qualifying applicants received additional points. Cooperatives that don't use a numerical 
scoring method are required, upon a veteran's request, to provide all documentation allowed to 
be released under FOIA to the veteran to demonstrate how the preference was used to develop 
the list of qualified candidates to be interviewed and to select the person actually hired.  

Legal References: A.C.A. § 6-17-411 
A.C.A. § 21-3-302
A.C.A. § 21-3-303

Date Adopted:  May 21, 2014 
Last Revised: 
Last Adoption: May 22, 2017; April 11, 2018 
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Veterans’ Preference in Hiring Policy – Classified Staff 

All prospective employees must fill out an application form provided by the Cooperative, in addition to 
any resume provided, all of the information provided is to be placed in the personnel file of those 
employed. 

If the employee provides false or misleading information, or if he withholds information to the same 
effect, it may be grounds for dismissal. In particular, it will be considered a material misrepresentation 
and grounds for termination of contract of employment if an employee’s application information is 
discovered to be other than as was represented by the employee, either in writing on application 
materials or in the form of representations made to the cooperative. 

It is grounds for termination of contract of employment if an employee fails a criminal background 
check or receives a true report on the Child Maltreatment Central Registry check. 

An employee who receives notification of a failure to pass a criminal background check or a true result 
on the Child Maltreatment Central Registry check shall have thirty (30) days following the notification 
to submit to the director, or designee, a written request for a hearing before the Board to request a 
waiver. The written request should include any documentation, such as police reports, or other materials 
that are related to the event, giving rise to the failed background check or true result on the Child 
Maltreatment Registry as well as information supporting your request for the waiver. Employees 
requesting a board hearing to request a waiver should be aware that this hearing is subject to the 
Arkansas Freedom of Information Act, and it must be fully open to the public as a result.  

The Cooperative is an equal opportunity employer and shall not discriminate on the grounds of race, 
color, religion, national origin, sex, age, or disability. 

In accordance with Arkansas law1, the Cooperative provides a veteran preference to applicants who 
qualify for one of the following categories:  
4. a veteran without a service-connected disability;
5. a veteran with a service-connected disability;
6. a deceased veteran’s spouse who is unmarried throughout the hiring process; or

For purposes of this policy, “veteran” is defined as: 
c. A person honorably discharged from a tour of active duty, other than active duty for training only,

with the armed forces of the United States; or
d. Any person who has served honorably in the National Guard or reserve forces of the United States

for a period of at least six (6) years, whether or not the person has retired or been discharged.

In order for an applicant to receive the veterans' preference, the applicant must be a citizen and resident 
of Arkansas, be substantially equally qualified as other applicants and do all of the following: 
2. Indicate on the employment application the category the applicant qualifies for;
3. Attach the following documentation, as applicable, to the employment application:

• Form DD-214 indicating honorable discharge;
• A letter dated within the last six months from the applicant’s command indicating years of service in the 

National Guard or Reserve Forces as well as the applicant’s current status;

• Marriage license;
• Death certificate;
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• Disability letter from the Veteran’s Administration (in the case of an applicant with a service-
related disability).

Failure of the applicant to comply with the above requirements shall result in the applicant not receiving 
the veteran preference; in addition, meeting the qualifications of a veteran or spousal category does not 
guarantee either an interview or being hired. 

Notes:  This policy is similar to Policy 3.19. If you change this policy, review 3.19 at the same time to 
ensure applicable consistency between the two. 

1 Act 444 of 2013, as codified at A.C.A. § 21-3-301 et seq., added public schools to the list of 
employers required to provide a preference to applicants who qualify for a veteran or a deceased 
veteran's spouse category when selecting interview candidates, during the interview process, in 
selecting a new employee. 

A.C.A. § 21-3-302 covers the requirements for giving a veteran preference during the
application, interview, and hiring processes. The statute does not require districts to use a
particular scoring method to demonstrate giving a preference and districts can continue using the
system they have previously been using. However, A.C.A. § 21-3-302 and A.C.A. § 21-3-303
require districts be able to demonstrate that any qualifying applicant was given a preference
during the entire application, interview, and hiring, processes.

If a veteran who is not hired requests, the district must provide the veteran with his/her base 
score, adjusted score, and the successful candidate's score. While there is no statutorily required 
method, ASBA suggests districts use a numerical scoring rubric for the entire hiring process. The 
use of such a rubric makes it easy to demonstrate a preference was given as you can point to 
where qualifying applicants received additional points. Cooperatives that don't use a numerical 
scoring method are required, upon a veteran's request, to provide all documentation allowed to 
be released under FOIA to the veteran to demonstrate how the preference was used to develop 
the list of qualified candidates to be interviewed and to select the person actually hired. 

Legal References: A.C.A. § 6-17-414 
A.C.A. § 21-3-302
A.C.A. § 21-3-303
A.C.A. § 25-19-101 et seq.

Date Adopted:  May 21, 2014 
Last Revised 
Last Adoption: May 22, 2017; April 11, 2018 
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Health Care Coverage and The Affordable Care Act 

Definitions 
“Dependent”, for purposes of this policy, means an employee’s child(ren) and/or spouse who are enrolled by the 
employee in health care coverage through the Cooperative’s health care plans. 

 “Full-time employee”, for purposes of this policy, means an employee in a position1 requiring on average thirty 
(30) hours of actual performance per week during the cooperative period.

“Responsible individual” means a primary insured employee who, as a parent or spouse, enrolls one or more 
individual(s) in health care coverage through the Cooperative’s health care plans. 

"Variable hour employee", for the purposes of this policy, means an individual who has no base minimum 
number of hours of performance required per week. 

Health Insurance Enrollment 
All full time Cooperative employees are eligible to enroll themselves; their spouse, so long as the spouse is not 
otherwise eligible for insurance through his/her employer's sponsored plan;2 and their child(ren) in one of the 
insurance plans through the Public School Employee Life and Health Insurance Program (PSELHIP). Variable 
hour employees are not eligible to enroll in a PSELHIP plan. If a variable hour employee’s measurement period 
finds that the employee averaged thirty (30) or more hours per week, then the employee is treated as a full time 
employee rather than a variable hour employee and is eligible for health insurance.3 New full time employees will 
be automatically enrolled in the PSELHIP Basic employee only plan and have sixty (60) days following the start 
date of the employee’s contract to elect to enroll in an alternative PSELHIP plan or to decline enrollment in 
PSELHIP coverage; all new employees shall be informed in writing of the start date of the employee’s contract 
and that the employee has sixty (60) days from that date to change or deny coverage.  Coverage for new 
employees who choose to remain enrolled in a PSELHIP plan shall take effect on the first of the month following 
the date on the enrollment application, or on the first of the month following the close of the sixty (60) day period 
for employees who either did not decline coverage or did not submit an application. Coverage shall be in effect 
until the end of the calendar year. Employees who experience a Qualifying Status Change Event4 have sixty (60) 
days from the date of the Qualifying Status Change Event to file an application to change coverage information. 
All employees who continue to be eligible may elect to continue coverage and make changes to their PSELHIP 
plan for the following plan year during the yearly open enrollment period. 

The Cooperative shall ensure all employees are provided education annually on the advantages and disadvantages 
of a consumer-driven health plan option and effective strategies of using a Health Savings Account (HSA).5  

Measurement Method of Employee Hours3 
The Cooperative uses the monthly measurement method for determining if an employee qualifies as a full-time 
employee.3 

W-2 
For all full-time employees who are enrolled in a PSELHIP plan, the Cooperative shall indicate in box twelve 
(12) of the employee’s Form W-2 the cost of the employee’s health care coverage by using code “DD”.6&9
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IRS Returns 
The Cooperative will electronically file with the IRS by March 31 of each year the forms10 required by the IRS on 
the health insurance coverage of each full-time employee for the previous calendar year, whether or not the full-
time employee participates in a health insurance plan through the PSELHIP. 

Statement of Return 
The Cooperative shall send to each full-time employee a Statement of Return (Statement) regarding the IRS 
Return7/11 filed on the employee. The Statement shall contain: The Cooperative’s name, address, and Employer 
Identification Number (EIN) as well as a copy of the IRS Return filed on the employee. The Cooperative shall 
send a copy of the Statement to the employee on or before January 31 of the calendar year following the calendar 
year the information in the Statement covers. The Cooperative shall send only one Statement to the household of 
an employee who meets the definition of a responsible individual that will include all requisite information for 
both the responsible individual and the responsible individual’s dependant’(s). The Statement will be mailed to 
the employee’s address on record. 

Record Retention 
The Cooperative shall maintain copies of the Statements sent to employees in accordance with the requirements 
for documents transmitted to the IRS in Policy 7.15-RECORD RETENTION AND DESTRUCTION. 

Notes: This Policy is not intended to provide information on the specifics of the differences between the 
available PSELHIP plans; such information may be requested from the Employee Benefits Division 
(EBD). 

1 Although Arkansas's statutory language is “a position”, the Fair Labor Standards Act and the 
Affordable Care Act both state that the determination of total number of hours is based on the 
specific employee rather than the number of contracts/positions an employee has with the same 
employer. We believe that the Federal laws allow you to have an employee under separate 
contracts so long as you combine the number of hours from each contract to reach a total number 
of hours for that employee. 

Example: An employee has two contracts with your Cooperative, one for a bus driver and one 
for a custodian. The bus driver contract is for twenty (20) hours each week and the custodian 
contract is for fifteen (15) hours each week. The employee is treated as providing thirty-five (35) 
hours for your Cooperative and would be eligible. 

2 EBD permits an employee to insure his/her spouse through the PSELHIP when the employee’s 
spouse is a state employee or a public school employee, or a cooperative employee. 

3 The Missouri School Boards Association has an excellent document containing more 
information on variable hour employees, selecting a measurement method, and setting up 
procedures for calculating hours. The document can be found at http://arsba.org/home/policy-
resources.   

4 Qualifying Status Change Events include: change in number of dependents due to birth, adoption, death, 
or loss of eligibility due to age; change in marital status due to marriage, death, divorce, legal separation, 
or annulment; change in employment status; and loss or gain of group coverage. EBD requires supporting 
documentation of the qualifying status change event be attached to the application for a change in 
coverage. 



55 

5 A consumer-driven health plan option is a health insurance plan that qualifies as a high deductible health 
plan. Currently, the PSELHIP plans that qualify as consumer-driven health plans are the Classic and 
Basic Plans. Cooperatives may satisfy the training requirement by allowing a representative from the 
EBD's list of approved venders to speak with the Cooperative’s employees. 

When a cooperative employee has elected the employee and spouse plan or the family plan and 
the employee’s spouse also works for the cooperative, the employee who is the primary insured 
individual is the only individual considered to have “elected to participate”; thus, the cooperative 
is only responsible to pay a contribution rate for one employee rather than for both the employee 
and spouse. 

6 This is optional language from the SHIP Rules, which has the intent to provide some 
uniformity across the state on how to handle the summer contract gap period and provide 
increased certainty for personnel. If your district elected not to participate in the program, replace 
this language with “The Cooperative does not participate in the State Health Insurance 
Portability program” and renumber the remaining footnotes. Participation in the program 
provides that personnel who are transferring from one participating Arkansas cooperative to 
another participating Arkansas cooperative/district have two Options: 

a) Legally, each cooperative or school district is a separate employer; as a result,
employees who transfer from another cooperative or school district have the
option to be treated as a new employee for health insurance. As a new employee,
the employee has the option to select a different level of insurance (Move from
the Basic Plan to the Premium Plan or vice versa), add or drop dependents, and be
eligible to receive the wellness discount. However, the employee will have all
deductibles reset. Transferred employees who wish to be treated as a new
employee are required to timely inform the district he/she is transferring from that
the employee desires a break in coverage and to not have payments made on
health insurance for July and August; these employees will be required to submit
a new election form to EBD in order to have their health insurance reinstated.

b) The transferred employee may elect to continue existing coverage through the
new cooperative or school district. An employee who chooses this option may not
change plan types, add or drop dependents, and will only receive the wellness
discount if the employee had qualified for the discount prior to transferring to the
new cooperative or school district. Employees who wish to be treated as a
transferring employee instead of a new employee will need to have both the
former cooperative or school district and new cooperative or school district
submit a Notice of Public School Employee Transfer Form to EBD. For an
employee to be eligible for this option, both the employee’s former district and
the new district must participate in the SHIP program.

A copy of the SHIP Rules may be found at http://arsba.org/policy-resources. 

7 The adequate notice of departure date that has to be provided cannot be set before the 
employee’s last day of work.  It is recommended that cooperatives set this date in relation to the 
date health insurance premiums are withheld from employee’s checks. 

Employees shall give “adequate notice of departure” to the cooperative.  This date shall be the 
15th of the month after contract. 
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8 The date must be set to allow a reasonable amount of time for collection from the employee but 
still allow the cooperative to make a timely payment for health insurance premiums to EBD. 

The “insurance premium collection” deadline shall be the 15th of the month for the month of 
insurance coverage. 

9 This information has no impact on the employee’s taxes as the employee portion of the health coverage 
premium is still excluded from earned income. The inclusion on the Form W-2 is for informational 
purposes only. 

10 The two forms cooperatives or districts will be required to complete are Form 1094C and Form 1095C. 
Form 1095C, like a W2, is specific to each full time employee. Form 1094C, like a W3, is a transmittal 
form that covers all the 1095C submitted to the IRS as well as some additional information. 

11 The IRS Return that will be sent to each full-time employee is a copy of the Form 1095C the 
cooperative or district submits to the IRS on the employee. 

Cross Reference: 7.15—RECORD RETENTION AND DESTRUCTION 

Legal References: A.C.A. § 6-17-1117 
A.C.A. § 21-5-401 et seq. 
26 C.F.R. § 54.4980h-0 et seq. 
26 C.F.R. § 31.6001-1 
26 C.F.R. § 301.6056-1 

Date Adopted:   November 12, 2014 
Last Revised:   June 15, 2015 
Last Adoption:  May 22, 2017; April 11, 2018 
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Attending Meetings Remotely 

The Board of Directors permits members who would be otherwise unable to physically attend a board 
meeting to attend the meeting remotely. Except where prohibited by this policy, a board member who 
attends remotely shall have the same rights and privileges as if the board member were physically 
present. A board member who will be unable to physically attend a board meeting is responsible for 
notifying the director at least one (1) hour prior to the scheduled meeting time that the member will be 
unable to physically attend the meeting and intends to attend remotely. 

The method used to permit members of the board of directors to attend remotely shall: 
1) Provide a method for the president or secretary of the board of directors to verify the identity of

the member(s) attending remotely; (SCSC will utilize ZOOM for remote attendance.)
2) Allow the members of the Board physically present and members of the public to hear the

member(s) attending remotely at all times; and
3) Allow the member(s) attending remotely to hear the members of the board of directors physically

present at the meeting at all times and any public comment.

A board member attending remotely shall not: 
a) Attend an executive session or closed hearing; or
b) Vote on an issue that is the subject of an executive session or closed hearing.

The Board minutes shall indicate if a board member is attending remotely and the method used to permit 
the member to attend remotely. If an executive session occurs during a meeting when a board member is 
attending remotely, the minutes will treat the board member attending remotely as though the member 
had left the room for any vote on a subject discussed in the executive session. 

Up to three (3) times per calendar year, the board of directors may count a board member attending 
remotely for the purpose of establishing a quorum.1 A board member attending remotely used to 
establish a quorum shall not be counted to determine if the board may enter executive session.2 

Notes: This is an optional policy. Your board is not required to allow board members to attend remotely. 
If you decide not to adopt this policy, make sure that you remove the exception language indicated by 
footnote 1 in Policy 1.6. 

1  The three (3) times when a remotely attending member may be counted towards a quorum is per board 
and not per each individual board member. 

2  A.C.A. § 6-13-619(c)(3) requires a quorum of the board be physically present for the board to enter 
executive session. 

Legal Reference: A.C.A. § 6-13-619 

Date Adopted:   June 15, 2015 
Last Revised: 
Last Adopted:   May 2017; April 11, 2018 
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State Health Insurance Portability Rules 

Preamble 

We, the people of AASBO, in order to perform a more perfect transfer of health insurance between 
school districts and/or cooperatives, establish consistency of procedure, ensure domestic portability of 
coverage, provide for the common fairness of cost to districts, promote the general right to transfer 
employment, secure the blessings of EBD and healthcare law for ourselves and our posterity, do ordain 
and establish these State Health Insurance Portability Rules (SHIP Rules) for the PSE’s of Arkansas.  

Foreword 

Although Arkansas PSEs do not have common employers, they belong to the same “self-insured health 
insurance plan”, common in terms of pricing, structure, administration or oversight. In theory, PSEs 
should enjoy the same portability of insurance as ASEs who transfer freely about from agency to agency 
in the state government sector without health insurance concerns.  

The AASBO constituency group of AAEA, with the office of EBD, has determined that the 
establishment of rules and procedures to ensure continued health insurance coverage for PSEs 
transferring from one Arkansas school district and/or cooperative to another Arkansas school district 
and/or cooperative is both prudent and necessary. To wit, the fundamental purposes of the following 
rules are to secure true portability of health insurance for PSEs with no break in coverage and no large 
out-of-pocket COBRA insurance payments.  

This plan was developed to provide a balance of various factors: 

§ Flexibility – allowing each school district and/or cooperative authority to do “what’s best for
the district and/or cooperative”.

§ Consistency – knowing procedures exist and will be followed by other school districts and/or
cooperative so a transferring PSE can be set up for payroll at the beginning of the new school
year.

§ Opportunity – allowing a PSE to transfer between Arkansas school districts and/or
cooperative without breaking coverage of health insurance.

§ Openness – providing a PSE transferring to another school district and/or cooperative an
incentive to disclose the transfer honestly without fear of extra COBRA costs or loss of
coverage.

Definitions 
§ AAEA – Arkansas Association of Educational Administrators
§ AASBO – Arkansas Association of School Business Officials (constituent group of AAEA)
§ APSCN – Arkansas Public School Computer Network, which is the current financial

software used by school districts and/or cooperative. APSCN also goes by the names of
“eFinance” and “Pentamation”, but for this document, we will use the term APSCN.

§ Break in Coverage – This is the phrase that represents the termination of health insurance for
a given PSE. The PSE may be able to rejoin his/her health insurance plan, but the
deductibles, and other calculations in the plan are reset.

§ COBRA – Consolidated Omnibus Budget Reconciliation Act – Law allowing employees to
maintain his/her current health insurance after the separation of employment from the
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employer. This is done by paying the full cost of the health insurance plan (employee’s share 
plus employer’s share) directly to the health insurance provider.  

§ EBD – Employee Benefits Division, which administrates the various plan of health insurance
available to Arkansas State Employees (ASE) and PSEs. EBD also goes by the name of
ARBenefits.

§ PSE – Public School Employee, which represents all school district and/or cooperative
employees, categorized as licensed and classified.

Background 
§ All school districts and/or cooperative have a fiscal year that runs from July 1st to June 30th.
§ A typical teacher signs a contract with a start date in August and an end date in May.
§ Payroll dates are set by each school district and/or cooperative. Some pay monthly on a set

day of the month. Still others pay semi-monthly or even bi-weekly. For simplicity, the term
monthly may be used regarding payroll processing.

§ School districts and/or cooperative pay employment contracts in 12 (monthly) equal
payments that begin after the first day of the contract.

§ The equal monthly payment, combined with the delayed first payment, necessitates the need
for multiple payments to be released on June 30th called “payoff checks”. This allows for all
contracts to be paid in full by the end of the fiscal year.

§ Each school district and/or cooperative will recognize a specific date that payoff checks need
to be “locked and loaded” into the payroll system to be released properly and timely.

§ Arkansas law recognizes a PSE is considered to be under contract for the next school/fiscal
year unless proper and timely notification is given. Unless properly notified, the PSE is
considered to be a school district and/or cooperative employee during the period of time from
the last day of one contract to the first day of the subsequent contract.

EBD’s interpretation of current state law allows schools and/or cooperative to withhold a given months’ 
health insurance premium from a PSE’s paycheck either “in advance” or in the “current month”. For 
example, an “in advance district” will withhold September premiums from August  

PSE paychecks, while a “current month district” will withhold the same September premium from 
September PSE paychecks. Either method is acceptable and is decided at the individual school district 
and/or cooperative level.  

Every school district and/or cooperative has the autonomy to set a multitude of contract lengths, start 
dates and end dates. These differences are available across school districts and/or cooperative and 
internally within your school district and/or cooperative.  For this document, a typical 190-day contract 
for a classroom teacher will be named a “190-day contract”. For a typical school administrator that 
works a full twelve months, the term “12 month contract” will be used. These terms and examples are 
just that – examples. They represent the variety of licensed and classified employees you work with 
every day.  

For payroll purposes, the typical “190-day contract” covers nine months of employment, yet payments 
of these same contracts are made in twelve equal monthly installments. Therefore, if the first payment is 
paid in August, the final payment should be paid in July. However, this July paycheck is actually 
released on June 30th to close the books of the fiscal year. 
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Rules 

The actual rules below are written in a structured format to allow for easier transition into formal 
adoption by EBD and/or ADE.  

1) If any public school employee (PSE), licensed or classified, completes his or her contract and
accepts employment in another Arkansas public school district and/or cooperative, the following
rules apply:

2) The former district and/or cooperative will offer health insurance coverage and pay the district’s
and/or cooperative’s portion for the months of July and August with the following conditions:

a) The PSE gives “adequate notice” to the former district and/or cooperative.
b) The PSE pays his or her share of the health insurance premium by an “insurance premium

collection deadline” established by the school district and/or cooperative.

3) The former district and/or cooperative must pay the same amount of district and/or cooperative
portion for July and August that was established for all district and/or cooperative employees in the
previous school year.

4) The former district and/or cooperative may establish policies to confirm the employment of the PSE
to a new Arkansas school district and/or cooperative. This confirmation should be completed before
the above payments are made to EBD.

5) The new district and/or cooperative will make the PSE eligible for coverage effective September 1st,
at the latest.

“Adequate notice” should be defined in written policy by every school district and/or cooperative. The 
date cannot be set before the PSE’s last day of work.  

Employees shall give “adequate notice of departure” to the cooperative.  This date shall be the 15th of 
the month after contract end. 

“Insurance premium collection deadline” should be defined in written policy by every school district 
and/or cooperative. The date must be set to allow a reasonable amount of time for collection from the 
PSE but still allow the district and/or cooperative to make a timely payment for health insurance 
premiums to EBD.  

The “insurance premium collection” deadline shall be the 15th of the month for the month of insurance 
coverage. 

The rules above provide the following benefits to school districts and/or cooperative: 

§ Provides a standard operating procedure regarding insurance coverage for PSEs transferring
between school districts and/or cooperative.

§ Prevents inconsistent or discriminatory treatments of PSEs.
o Terms of coverage cannot be based upon dates that district payroll is run.
o Terms of coverage cannot be based upon subjectivity or the “likability” of a PSE.

§ Costs of extending coverage for two months for a terminated PSE will be offset, in part, by
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savings of health insurance costs for PSEs transferring from another school district and/or 
cooperative.  

§ Recruiting PSEs will be enhanced if PSEs from other districts and/or cooperative can apply and
not be burdened with the cost of large COBRA payments over the summer (or worse, a break in
coverage if the COBRA payment was too high).

§ PSEs hired by another district and/or cooperative are incentivized to provide earlier resignation
notices to ensure he or she qualifies for health insurance coverage for July and August.

The rules provide the following benefits to PSEs: 

§ Unless purposely desired, there is no break in health insurance coverage.
§ There is no large COBRA payment to be made by the PSE to avoid a break in coverage.
§ With no break in coverage, deductibles and out-of-pocket maximums are not reset.
§ There would be a consistent and easily understood procedure for PSEs making career decisions.

The rules provide the following burdens to school districts and/or cooperative: 

§ At times, school districts and/or cooperative may have some increased cost by covering
transferring PSEs.

§ For PSEs on a 12-month contract, school districts and/or cooperative may have some increased
cost by paying both July and August district premiums for the transferring PSE.

§ At times, school districts and/or cooperative may have to collect the PSE’s portion of health
insurance premiums for July and/or August that cannot be withheld from the PSE’s paycheck.

§ At times, school districts and/or cooperative may have to spend more time keying APSCN codes,
initiating tasks to EBD and working with transferring PSEs during a busy time of the fiscal year.

The rules provide the following burdens to PSEs: 

§ None

Options to PSEs 

If the PSE desires a break in coverage, he or she can choose not to remit payment for the July or 
August health insurance to the school district and/or cooperative.  

However, if the payment is withheld from his or her payroll, the PSE cannot stop the former district’s 
and/or cooperative’s payroll from withholding health insurance premiums for July or August. For the 
former district and/or cooperative, this is not a qualifying event that allows insurance to be changed. 

Specific Procedures in APSCN  

EBD TERM DATE  

The PSE can make the payment for his/her health insurance for July and August two ways: 

1) The payment is withheld from the PSE’s payroll (payoff checks released in June or final
termination paychecks in July/August).

2) The payment is collected from the PSE with a check or in cash.
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The last month of health insurance available for a PSE (assuming the PSE makes all required health 
insurance payments) is August. Therefore, August 31st should be considered the “EBD TERM 
DATE” for the transferring PSE. In APSCN, in the Arkansas State Retirement Information section, 
the fourth field in the second column is listed as the EBD TERM DATE. August 31st should be keyed as 
the PSE’s EBD TERM DATE here. To avoid early termination of health insurance, EBD recommends 
that school districts wait until after July 1 to key the EBD TERM DATE for any transferring PSE.  

Please note that this EBD TERM DATE is not necessarily the final day of the contract of the PSE. 
The final day of the contract for the PSE is considered the “termination date” and is keyed into APSCN 
as “Last Date Worked” in the “Employee Information Screen” under the “Terminate” button.  

This “terminate” button procedure should not be done until after the EBD TERM DATE has been 
keyed.  In fact, EBD recommends that school districts and/or cooperative avoid actually performing the 
“terminate” button procedure on the same day the “EBD TERM DATE” is keyed.  The technical reasons 
are beyond the scope of this document.  

Hire Date 

For the school district and/or cooperative hiring the transferring PSE, the hire date in APSCN 
should continue to be listed as the first date of employment in the district and/or cooperative. 
Please note, that at the new school district and/or cooperative, the PSE should complete and sign a PSE 
Transfer Form that is dated in August, to be effective September 1st. This confirms to EBD the transfer 
of health insurance to the new school district and/or cooperative.  For confirmed transferring PSEs, the 
PSE Transfer Form should always be dated in August – even if the PSE starts working in the new school 
district in July.  

EBD Invoice 

If the PSE is required to make a payment outside the scope of a payroll withholding, the following 
procedures should be followed to ensure the correct “premium assistance” (FICA savings payment) is 
listed on the EBD invoice:  

In APSCN, the school district and/or cooperative changes the PSE OEB1 code to “inactive” and adds 
the OEB2 code. Listing the amount collected by the PSE as the “deduction amount”.  

This procedure is important to follow for every transferring PSE. 

Date Adopted:   June 15, 2015 
Last Revised: 
Last Adopted:   May 22, 2017; April 11, 2018 

Executive Summary 

To allow PSEs to transfer from one Arkansas school district and/or cooperative to another school district and/or 
cooperative without a break in coverage or large COBRA payment, school districts and/or cooperative will be 
required to withhold health insurance premiums to remit to EBD for July and August. School districts and/or 
cooperatives will be required to pay the district and/or cooperative portion of health insurance for these months and 
may have to collect the PSE portion from the PSE directly if the full amounts are not withheld from paychecks. This 
rule only applies to PSE that fulfill the district’s contract in full and give adequate notice of transfer.  
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Information Technology Security 

The director shall be responsible for ensuring the cooperative has the necessary components in place to 
meet the cooperative’s needs and the state’s requirements for information technology (IT) security.  To 
aid the director in creating, monitoring, and updating the Cooperative’s IT Security system, the director 
shall appoint an information security officer (ISO).  The ISO shall be responsible for: 

a) Overseeing the Cooperative-wide IT security system;
b) Development of Cooperative IT policies and procedures;
c) Development and leading of employee training on the IT Security requirements;
d) Ensuring compliance with the adherence to the Arkansas Department of Education (ADE) IT

Security standards.

The ISO shall work with other IT staff, the director, and cooperative management appointed by the 
director to develop a Cooperative IT Security system necessary to meet the requirements of this policy 
and ADE’s standards. The IT security system shall contain the necessary components designed to 
accomplish the following: 

1. The Cooperative IT security systems shall contain mechanisms, policies, procedures, and technologies
necessary to prevent disclosure, modification, or denial of sensitive information.

For the purposes of the IT Security system, “sensitive data” is any and all student and employee data 
that is either personally identifiable information (PII) or any non PII information that, if assembled 
together, would allow a reasonable person to identify an individual. Sensitive data includes, but is not 
limited to:  

• Student personally identifiable information, except as allowed by the Family Educational Rights
and Privacy Act (FERPA);1 and

• Employee personally identifiable information, except as required by Ark. Code Ann. § 6-11-129.

All Cooperative employees having access to sensitive information shall receive annual IT security 
training, which shall emphasize the employee’s personal responsibility for protecting student and 
employee information. 

2. Physical access to computer facilities, data rooms, systems, networks and data will be limited to those
authorized personnel who require access to perform assigned duties.

User workstations shall not be left unattended when logged into sensitive systems or data that includes 
student or employee information. Workstation settings shall be set for automatic log off and require a 
password for the system to restore from screensavers. 

All equipment that contains sensitive information shall be secured to deter theft. No sensitive data shall 
be retained on laptops and/or remote devices (home computer, thumb drives, cellphones, CDs, etc.) 
unless it is encrypted in accordance with the Arkansas State Security Office’s Best Practices. 

Server rooms and telecommunication rooms/closets shall be protected by appropriate access control. 
The rooms shall be segregated from general cooperative office areas to restrict access. Server room 
access control shall be enforced using keys2  to allow unescorted access only to IT or management staff 
who require the access to perform their job functions. 
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3. Network perimeter controls will be implemented to regulate traffic moving between trusted internal
(Cooperative resources and external, untrusted (internet) entities. All network transmission of sensitive
data shall enforce encryption where technologically feasible.

The Cooperative shall maintain a network configuration management program that includes at a 
minimum:  

a) A network diagram identifying all connections, addresses, and purpose of each connection
including management approval of all high risk internet facing ports such as mail (SMTP/25),
file transport protocol (FTP/20-21), etc.

b) All public facing (internet) servers and workstations segmented on a demilitarized zone (DMZ)
that keeps them separate from the internal Cooperative network. Segmentation shall be through
VLAN3.

All wireless access shall require authentication. The Cooperative wireless networks will deploy network 
authentication and encryption in compliance with the Arkansas State Security Office’s Best Practices. 
Scans for rogue wireless devices will be conducted at a minimum monthly by the 25th of each month. 
Any Rogue wireless device shall be disabled.  SCSC’s ISO has the right to disable rouge devises if 
deemed necessary. 

Remote access with connectivity to the Cooperative internal network shall be achieved using encryption. 
Appropriate WARNING BANNERS shall be implemented for all access points to the Cooperative 
internal network. 

4. System and application access will be granted based upon the least amount of access to data and
programs required by the user in accordance with a business need-to-have requirement.

The Cooperative shall enforce strong password management for: 
• Employees and contractors as specified in Arkansas State Security Office Password Management

Standard.

User access shall be limited to only those specific access requirements necessary for an employee to 
perform his/her job functions. Where possible, segregation of duties shall be utilized to control 
authorization access. 

User access shall be granted and terminated upon timely receipt of a documented access 
request/termination. All access requests shall require approval by the ISO or designee.  Ongoing access 
shall be reviewed for all users at a minimum annually. 

Audit and log files shall be generated and maintained for at least ninety (90) days for all critical security-
relevant events, including but not limited to: 

• Invalid logon attempts;
• Changes to the security policy/procedures; and
• Failed attempts to access objects by unauthorized users.

IT administrator privileges for operating system(s), database(s), and applications shall be limited to the 
minimum number of staff required to perform these sensitive duties. 



65 

5. Monitoring and responding to IT related incidents will be designed to provide early notification of
events and rapid response and recovery from internal or external network or system attacks.

The Cooperative shall develop and maintain an incident response plan to be used in the event of system 
compromise that shall include: 

a) Emergency contacts;4

b) Incident containment procedures; and
c) Incident response and escalation procedures.

6. To ensure continuous critical IT services, the Cooperative ISO will develop a business
continuity/disaster recovery plan appropriate for the size and complexity of the District IT operations.

The cooperative-wide business continuity plan shall include at a minimum: 
• Procedures for performing routine backups at least weekly and the storage of backup media at a

secured location other than the server room or adjacent facilities. Backup media shall be stored
off-site a reasonably safe distance from the primary server room and retained in a fire resistant
receptacle.

• A secondary backup processing location, such as another School or Cooperative building, shall
be identified.

• Backups take place every two (2) weeks - Week 2 & Week 4.
• A documented calling tree with emergency actions to include:

o Recovery of backup data;
o Restoration of processing at the secondary location; and
o Generation of student and employee listings to ensure an accurate head count.

7. Server and workstation protection software will be deployed to identify and eradicate malicious
software attacks such as viruses, spyware, and malware.

Spyware and virus protection software shall be installed, distributed, and maintained on all production 
platforms, including: 

a) File/print servers;
b) Workstations;
c) Email servers;
d) Web servers; and
e) Application and database servers.

Malicious software protection shall include: 
• Weekly update downloads;
• Weekly scanning;
• The malicious software protection to be in active state (real-time) on all operating

servers/workstations.

All security-relevant software patches shall be applied within thirty (30) days and critical patches shall 
be applied as soon as possible.5 
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Notes: 1 More information on FERPA may be found in Policy 4.13—PRIVACY OF STUDENTS’ 
RECORDS/ DIRECTORY INFORMATION. 

More information, including a copy of ADE’s IT Security Policy, may be found at 
https://adedata.arkansas.gov/security. 

2 Insert the method used to restrict access. The types of methods suggested are keys, electronic 
card readers, or a similar method. 

3 Insert your method for segmentation of the network. The recommended methods are firewall, 
router, virtual local area network (VLAN), or a similar network access control device that does 
not allow Internet traffic to access any internal system without first passing through a DMZ or 
network device rule set. 

4 The list of recommended emergency contacts contains: 
a) Vendors;
b) DIS;
c) ADE/APSCN;
d) Law enforcement; and
e) District employees.

5 ADE recommends that districts consider implementing enterprise servers for required updates 
to conserve network resources. 

Legal References: Commissioner’s Memo RT-15-010 
A.C.A. § 4-110-101 et seq.

Date Adopted:  June 15, 2015 
Last Revised: 
Last Adopted:   May 22, 2017; April 11, 2018 
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Resignations Policy 

Employee resignations normally should be in writing stating that the resignation is effective 
immediately or on a certain date and the writing delivered to the director.  A written resignation is 
effective when received by the director and is irrevocable.  Resignations do not require action by the 
cooperative board.  While resignation should be in writing, any employee who clearly, unequivocally, 
and without qualification manifests by word or deed an intention to terminate the employment 
relationship shall have resigned effective immediately without further action by the employee, director, 
or cooperative board.  Employees should note the statutory restrictions against employment of a person 
under contract by another Arkansas school district or cooperative remain effective unless and until an 
employee who resigns receives a written release from the director. 

Persons resigning or being terminated prior to the end of their contract term will be paid for the total 
number of days actually worked, with final payment due the next regular payday. 

Initial Adopted Date:   June 2, 2016 
Last Revised: 
Last Adopted:  May 22, 2017; April 11, 2018 

Independent Educational Evaluation (IEE) Under the Individuals with Disabilities 
Education Act (IDEA) 

An independent educational evaluation (“IEE”) is an evaluation conducted by a qualified examiner who 
is not employed by the Co-op responsible for the education of the child in question (in this case, the 
South Central Service Cooperative).  Parents always have the right to obtain an IEE at their own 
expense.  In addition, the IDEA, Part B regulations allow for IEEs to be conducted at public expense in 
some circumstances.  “Public expense” means that the Co-op either pays for the full cost of the 
evaluation or evaluation component(s) or ensures that the evaluation or evaluation component(s) are 
otherwise provided at no cost to the parent. 

The Co-op will adhere to the federal regulations that set forth the process for obtaining an IEE at public 
expense. A publicly funded IEE is only available if the parent disagrees with an evaluation or re-
evaluation obtained by the Co-op.  A parent who refuses to authorize a district’s evaluation forfeits his 
or her entitlement to a publicly funded IEE.  If a parent requests an IEE at public expense, the Co-op 
will either (1) request a due process hearing to show that its evaluation of the child was appropriate, or 
(2) provide the IEE at public expense (unless the Co-op demonstrates in a due process hearing that the
IEE did not meet district criteria).

If the Co-op is determined to be responsible for payment of – or agrees to pay for – the cost of the IEE, 
then the Co-op will pay the standard rates and costs for the IEE that the Co-op would customarily pay if 
it had commissioned the evaluation.  Reasonable and customary rates for the type of evaluation sought 
have been established by the Co-op based upon services currently provided by evaluators in the 
geographic region.  If the specific evaluation requested is not available in the geographic area but is 
available outside the geographic area at a higher rate than customarily paid by the Co-op, the parent 
should contact the LEA supervisor for consideration regarding payment outside the normal rates.  A list 
of evaluators, the services they provide, and the standard rates for specific types of evaluations is 
attached to this policy.  
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Copies of the applicable regulations, information about where the parent may obtain an IEE, and district 
criteria for IEEs will be provided by the Co-op to the parent/legal guardian upon request.   

Date Adopted:   July 27, 2016 
Last Revised: 
Last Adopted:   May 22, 2017; April 11, 2018 

This list provides information concerning various places that independent evaluations can be conducted. 
These evaluators are not endorsed or recommended by the special education supervisor or South Central 
Service Coop.  This is only a list of other available evaluators.   

PROFESSIONAL EXAMINERS 

Arkansas Children’s Hospital Arkansas Psychology Assoc. 
804 Wolf Street   10 Office Park Drive 
Little Rock, AR   Little Rock, AR 
501-370-1100

Arkansas Easter Seal Society Child Study Center, UAMS 
11801 Fairview Road  4301 West Markham 
Little Rock, AR Little Rock, AR 
501-228-8156 501-661-5800

Arkansas Psychological Assn Dr. Ann Marie Prather 
James L Dennis Dev. Center 3 Innwood Circle, Suite 109 
222 Linwood Court    Little Rock, AR 
Little Rock, AR       501-296-9984
501-663-7975

Ouachita Psychological Service  ACCESS     
600 W.  Grand        10618 Breckenridge Dr. 
Hot Springs, AR         Little Rock, AR       
501-623-2050 501-217-8600

South Arkansas Regional Health Pine Bluff Psychological Association  
715 North College Ave 3010 W. 28th Avenue 
El Dorado, AR.   Pine Bluff, AR  71603 
870-862-7921 870-534-2830

OCCUPATIONAL THERAPISTS 

Advanced Therapeutics Inc. AR Hand Therapy Center 
6213 Lee Avenue Freeway Medical Tower 
Little Rock, AR  Little Rock, AR 
501-663-4334 501-664-4088
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Little Rock Ambulatory Rehab. Center 
5810 W. 10th 
Little Rock, AR   
501-666-8190

PHYSICAL THERAPISTS 

Arkansas Rehab. Institute Little Rock Phys. Therapy 
9601 I-630, Exit 7    500 S. University 
Little Rock, AR    Little Rock, AR 
501-223-7520 501-664-6340

Pediatric Therapy Services Physical Therapy Center of 
#2 Inwood Circle      South Ark. 
Little Rock, AR  215 N. Newton 
501-223-8075 El Dorado, AR  71730 

870-863-5100

SAMA       Calhoun’s Physical Therapy 
600 South Timberlane      Clinic & Rehabilitation Services 
El Dorado, AR  71730  203 West Grove 
870-862-2400 El Dorado, AR  71730 

870-862-4042

SPEECH PATHOLOGISTS 

Kathleen Krueger Smith-McGrew Clinic 
2500 McCain Blvd. 10121 N. Rodney Parham 
North Little Rock, A Little Rock, AR   
501-771-4442 501-227-6974

Losey Speech Rehab. Clinic Speech Pathology Associates 
Suite 406, Doctor’s Building 870-231-4000
500 S. University 
Little Rock, AR   
501-661-0018

Established Standard Rates allowable by South Central Service Coop for Independent Educational 
Evaluations: 

Psychological Evaluation-$350.00   Physical Therapy Evaluation-$125.00 

Occupational Therapy Evaluation-$125.00 Speech Therapy Evaluation-$125.00 
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