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FOREWORD 

 
 
 
 
 

The purpose of the Employee Handbook is to provide, in a concise and condensed 
form, employment information as outlined by Florence 1 Schools’ policies, 
procedures and regulations.  Policies, procedures and/or regulations that are 
customarily included in individual school faculty handbooks and/or materials that 
are applicable only to a given school have been omitted.  The Florence 1 Schools 
Board Policy, in its entirety, is located online at: 
 

https://goo.gl/AUs8aY 
 

 
 

The Employee Handbook will be revised and enlarged from time to time as 
changes in policies, procedures and/or regulations occur.  Updated handbooks will 
be provided for each location.  All employees will have access to the Employee 
Handbook through their building administrator and the district website, 
www.f1s.org. 
 
All employees are strongly encouraged to become familiar with Florence 1 
Schools’ policies and procedures.  The Human Resources Department welcomes 
suggestions for improving the employee handbook or for additional information 
to be included in the handbook. 
 
Florence 1 Schools does not discriminate in the selection, employment, or 
promotion of employees on the basis of race, sex, national origin, or handicap. 
 
 
 

Updated:  01/19/2019 RP 
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SECTION A 

PROFESSIONAL EMPLOYEE INFORMATION & REQUIREMENTS 
 
TEACHER QUALIFICATIONS 
 
Effective February 1976, all new teachers employed by the District must meet the following 
requirements: 

1. Hold a degree from a regionally accredited 4-year college or university. 
2. Major in a teaching area. 
3. Meet full requirements of the South Carolina State Department of Education for the 

Professional Certificate. 
4. Provide evidence of successful performance as either a student teacher or regular 

teacher. 
5. Possess personal qualities conducive to successful teaching performance. 
6. Maintain adaptability to position. 

 
 
CERTIFICATION INFORMATION 
 
All teachers, counselors, librarians, principals, assistant principals, and some district instructional 
supervisory staff are required by accreditation authorities and district policy to maintain a valid 
South Carolina Teacher's Certificate appropriate to their area of job performance. 
 
Teacher contracts are issued contingent upon the teacher either obtaining or maintaining a valid 
South Carolina Certificate.  The contract is not legally binding until the teacher files a certificate 
in the District Office. This provision is specifically stated in the contract.  If the employee fails to 
obtain or maintain an appropriate certificate for the area of assignment, the employment 
contract becomes invalid and the employee’s job is subject to termination. 

 
The teacher's certificate is the basis for the teacher's salary. Teachers who have not received a 
certificate should apply immediately to the Office of Educator Services, 8301 Parklane Road, 
Columbia, SC 29223.  Telephone:  (803)896-0325  Email:  certification@ed.sc.gov.  Application 
forms are available from the Department of Human Resources or at www.ed.sc.gov.  The 
certificate will be issued when all items requested have been filed and approved by the State 
Teacher Certification Office. 

 
When the teacher receives a certificate, it should be sent immediately to the Human Resources 
Department to be recorded.  Until the certificate has been registered, the teacher will be paid 
based on a Bachelor's Degree and 0 years’ experience. Teachers will not be paid for teaching 
experience until that experience has been verified with the State Department of Education and 
shown on the teacher's certificate. Verification of Experience forms can be secured from the 
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Human Resources Department or online at: https://goo.gl/7eKguz .  When the certificate is 
registered with experience verified in the Human Resources Department, appropriate salary 
adjustments will be made the following month and will be retroactive according to the valid period 
on the certificate. 
 
 
ALTERNATIVE CERTIFICATION PROGRAMS 
 
The General Assembly passed legislation in 1984 to create the Critical Need Certification Program 
to address critical teaching shortages in South Carolina.  Detailed information on the program is 
available online at: www.ed.sc.gov/educators/teaching-in-south-carolina/alternative-certification/alternative-

certification-programs.org.  The website also lists subject areas that have been designated as critical 
teaching areas. 
 
 
SOUTHERN ASSOCIATION OF COLLEGES AND SCHOOLS COUNCIL ON ACCREDITATION AND 
SCHOOL IMPROVEMENT (SACS CASI) ACCREDITATION 
 
Each school in the district is accredited regionally by the Southern Association of Colleges and 
Schools and nationally by the Commission on International and Trans-Regional Accreditation 
(CITA). For a school to maintain accreditation, each teacher must earn at least six semester hours 
of college credit during each five-year period of employment or the equivalent, as approved by 
the state committee.  The same six semester hours of graduate credit may be used for certificate 
renewal.  Equivalency points earned for certificate renewal through state approved staff 
development programs may be presented to meet the SACS accreditation requirement. 
 
 
CERTIFICATE RENEWAL PLAN   
 
The Florence 1 Schools Certificate Renewal Plan is located online at https://www.f1s.org/Page/15888 
 
Beginning with the 2004-2005 school year, all districts in SC will be using a Certificate Renewal 
Plan to renew certificates based on guidelines established by the Division of Teacher Quality of 
the State Department of Education. 

 
The purpose of this new certification renewal system is to provide a way that will assist certified 
educators in applying a broad range of relevant professional development activities and/or 
courses toward their certificate renewal. These professional development activities: 

1. Must directly relate to the educator's professional growth and development plan; 
2. Must support the goals of the employing district; and 
3. Must promote student achievement, as required by State Board of Education Regulation 

43-205.1 Assisting, Developing, and Evaluating   Professional Teaching (ADEPT), and 
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Regulation 43-165.1 Program for Assisting, Developing, and Evaluating Principal 
Performance. 

 
All certified educators who have not earned a Master's degree must earn 60 renewal credits of 
the 120 renewal credits needed for recertification during each five-year validity period through 
graduate courses at an accredited college or university. 

 
All certified administrators must complete a minimum of 20 renewal credits of the 120 renewal 
credits needed for recertification during each five-year validity period in professional 
development activities that are designed to enhance their skills in supporting and encouraging 
teachers as professionals. 
 
 
PROCESS FOR CERTIFICATE RENEWAL 
 

1. Check the expiration date on your certificate. 
 

2. Before selecting courses/professional activities, make sure that they relate to your 
certification area and your professional growth and development plan or goals-based 
evaluation.  (See options on the Renewal Credit Matrix.) 
 

3. During your goal-based evaluation conference(s), discuss with the building administrator 
any activity (course, professional development, etc.) that you may use for your renewal 
credits.  The administrator needs to verify that it was related to your goal by initializing 
the activity on the Renewal Credit Submission Form. 

 
4. Use the renewal credit matrix to assist you in determining if a course or activity counts.  

If you need assistance in determining if you will receive renewal credits for certain 
options, please email or call Human Resources. 

 
5. After completing renewal credits, submit necessary verification to Human Resources for 

review and signature. 
 

6. The renewal credits will be entered into the Certification Portal System at the Office of 
Teacher Certification. 
 

7. Your documentation for renewal will be returned to you.  Please maintain access to this 
information. 
 
 
 



FLORENCE 1 SCHOOLS                                                                   EMPLOYEE HANDBOOK 2018-2019 
 

9

PROCESS FOR SUBMITTING RENEWAL CREDIT VERIFICATION 
 

1. Check the Renewal Credit Matrix to make sure that you have 120 credits before 
submitting them to Human Resources. 

 
2. Keep a copy of all renewal credit official transcripts/verification. 

 
3. After completing renewal credits, enclose the Renewal Credit Submission Form and 

college sealed official transcripts/verification in the red envelope provided and send it to 
the Human Resources Department by March 1 or as soon as the course or activity is 
completed, but not before January of the expiration year. 
 

4. If you complete renewal credits after the expiration date of your certificate, send the 
Renewal Credit Submission Form and transcripts/verification in the envelope provided to 
the Human Resources Department by September 1. 

 
Human Resources must have in its possession, an appropriate teaching certificate for each 
member of the certified staff.  Any change in certification status or any new certificate must 
be submitted by the employee, within 10 days of its receipt, to the Assistant Superintendent 
of Human Resources.  Failure to submit information in a timely fashion may result in non-
renewal of contract or other personnel action.  

 
 
EXPERIENCE 

For a year to count toward experience for certification purposes, one of the following 
conditions must be satisfied: 

1. The teacher shall have been employed in a regular teaching position for at least 152 days 
of full-time employment (full-time employment shall be based upon a minimum 7-hour 
school day). 

2. The teacher who shall have been employed in a regular teaching position for at least 95-
113 days of full-time teaching (full-time teaching shall be based upon a minimum 7-hour 
school day) may receive one-half year of experience credit for certification purposes. 

3. The teacher shall have been employed more than 9 months in a position normally filled 
on a 12-month basis. 

4. Summer school teaching experience in an accredited program may be used toward 
satisfying the requirement of 152 teaching days at the rate of 2 days of summer school 
for each regular school day, not to exceed 20 regular school days in any year; such 
summer school days to be added to the accrued teaching days of the preceding school 
year. 

5. For experience credit for certification purposes, no more than 1 year of experience may 
be earned during any 12-month period. 
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PROFESSIONAL EMPLOYEE RESIGNATION 

S. C. Code Ann. § 59-25-530 (1976, as amended)  Any professional employee who fails to 
carry out his employment contract has breached his contractual obligation to the school district.  
The professional employment contracts of the district provide for liquidated damages in the 
event the employee breaches the contract.  State statute also provides that a teacher's license 
may be suspended for up to one year if the teacher fails to carry out the contractual obligation. 
 
According to district policy, employment contracts provide for the assessment of liquidated 
damages against an employee who breaches the employment contract.  The employment 
contract provides for the assessment against the employee of one day’s pay for each day the 
position remains vacant until the district is able to find a qualified replacement. 

Florence 1 Schools may accept a resignation if, in its sole discretion, it determines a resignation 
is justified. Resignations may be accepted by mutual agreement after consultation or a 
determination that it is in the best interest of both parties to the contract.  In all cases, the 
district requires that as much advance notice of intent to resign be given as may be possible.  
Less than 30 days’ notice, in most instances, is not reasonable. 
 
No resignation will be accepted without the Superintendent's recommendation to the Board. 
The employee may appeal to the Board.  If a teacher under contract with this District resigns 
without consent of the district, the State Department of Education will be notified to take 
appropriate action to revoke the teacher's license. (GCQC/GCQD – Resignation of Instructional 
Staff/Administrative Staff) 
 
 
PROFESSIONAL EMPLOYEE TRANSFER 
 
An employee may request transfer to another position in the District by: 

1. Notifying the principal/supervisor of his/her present school/location, and  
2. Completing an Application for Transfer:  www.applitrack.com/f1s/onlineapp.org 

 
It is the general policy of the district to transfer employees only after a minimum of 3 years in 
a school/location.  The Application for Transfer shall be filed in Human Resources for 
consideration by principals/supervisors who have vacancies.  Applicants for transfer who have 
not been transferred by the time the final assignments are issued will be reassigned to the 
position for which they are recommended.  Administrative transfers are required at times when 
the administration deems the transfer in the best interest of the school district.   
 
Before a principal/supervisor recommends a new employee for a position, he/she shall 
consider appropriate transfer applicants registered in Human Resources.  (GCK/GCK-R – 
Professional Staff Assignments & Transfers)   
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DISCIPLINE, SUSPENSION AND DISMISSAL OF PROFESSIONAL STAFF 
 
It is the responsibility of the school administration to operate in a manner that will maintain a 
strong, effective public education program.  Therefore, it is policy of the board to remove from 
employment any professional staff member who fails or who may be incompetent to give 
instruction in accordance with the directions of the superintendent or who otherwise manifests 
an evident unfitness for teacher.  Evident unfitness is manifested by conduct such as, but not 
limited to, the following: 

 Incompetence 
 Persistent neglect for duty 
 Violation of rules/regulations of the SCDE or school district policies/procedures 
 Criminal conduct 
 Unprofessional  or inappropriate conduct 
 Drunkenness 
 Cruelty 
 Immorality 
 Dishonesty 
 Harassment, intimidation or bullying 
 Failure to comply with contract provisions 
 Failure for a second time to successfully complete formal evaluation. 

 
The discipline, suspension and dismissal process may be found at https://goo.gl/AUs8aY . 
(GCQF/GCQF – Discipline, Suspension and Dismissal of Professional Staff) 
 
 
TUTORING FOR PAY 
 
To assure all students reasonable assistance, without charge from their own teachers, and to 
avoid placing teachers in a position where they may have a conflict of interest, teachers are not 
permitted to receive money for tutoring any student they have in a class or upon whose 
evaluation or assignment they will be called to pass. 
 
Teachers may not tutor any student for pay during their regular working hours or on school 
premises.  (GCRD – Tutoring for Pay) 
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SECTION B  
CLASSIFIED EMPLOYEE INFORMATION 

 
 
RENEWAL OF EMPLOYMENT OF CLASSIFIED EMPLOYEES 
 
Work agreements between the district and classified employees are for one year at a time.  The 
district makes no commitment to renew the employment of any classified employee. If a 
classified employee's work agreement is not going to be renewed for another school year, the 
employee's supervisor will notify the employee of the non-renewal in writing by April 15. The 
reason for the non-renewal will be stated. 
 
If a classified employee's work is not satisfactory, he/she will not have his/her work agreement 
renewed.  Prior to making the recommendation, the supervisor will confer with the employee 
to discuss the reasons for possible non-renewal of the employee. 
 
The employee may appeal the non-renewal to the Assistant Superintendent of Human 
Resources.  The appeal must be in writing and must be received within 5 working days from 
the employee receiving the notice of non-renewal.  The Assistant Superintendent for Human 
Resources shall review the non-renewal recommendation and shall give the employee an 
opportunity to present the employee's position on the issues involved. 
 
The Assistant Superintendent for Human Resources shall inform the employee in writing of the 
decision made.  The employee shall be informed of the employee's right to an   administrative 
hearing before the Superintendent.  To request an administrative hearing, the following 
procedures will be followed: 

1. A request for an administrative hearing shall be made to the Superintendent, in writing, 
within 10 working days after the employee is notified of the decision of the Assistant 
Superintendent for Human Resources. 

2. The Superintendent shall conduct an administrative hearing, as soon as practicable, after 
receiving the request for a hearing. At the hearing, the Superintendent will receive all 
pertinent evidence. The employee may present such information, testimony, witnesses 
or other evidence, as the employee considers necessary. The Superintendent shall make 
a decision on the evidence presented as soon as practicable.  The decision of the 
Superintendent shall be final except that an employee may request, in writing, the 
school board to review the decision.  The school board will decide whether it will accept 
the review request.  If the school board does accept the review request, the review will 
be by summary of the action taken by the Superintendent with consideration of any 
matters presented by the employee in his written request for review. (GDQD-R – 
Discipline, Suspension & Dismissal of Support Staff) 
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CLASSIFIED EMPLOYEE RESIGNATION 
 
A classified employee who wishes to terminate his/her employment should submit a letter of 
resignation to his/her supervisor with the expected date of resignation clearly indicated.  The 
letter of resignation should be submitted at least two weeks prior to the desired termination 
date. (GDQB – Resignation of Support Staff) 
 
 

CLASSIFIED EMPLOYEE ASSIGNMENTS AND TRANSFERS 
 
An employee may request to transfer to another position in the District by: 

1. Notifying the principal/supervisor of his/her present school/location, and  
2. Completing an Application for Transfer. 

 
At any time, the Superintendent or designee may reassign personnel in order to ensure the 
highest quality of instruction and maintain the best interests of the district. (GDJ-Support Staff 
Assignments and Transfers)   

 

 

DISCIPLINE, SUSPENSION AND DISMISSAL OF CLASSIFIED STAFF 

 

The principal/director is to be immediately notified regarding any incident or charge against a 
classified employee under his/her supervision.  The principal/director will immediately contact 
the Assistant Superintendent of Human Resources for further action.  If the welfare of students 
and/or employees are in doubt, the classified employee may be suspended with pay while the 
incident or charge is being investigated.    

 
The discipline, suspension and dismissal process may be found at https://goo.gl/AUs8aY . 
(GCQF/GCQF – Discipline, Suspension and Dismissal of Support Staff) 

 
 

 

 
  



FLORENCE 1 SCHOOLS                                                                   EMPLOYEE HANDBOOK 2018-2019 
 

14

SECTION C 

GENERAL INFORMATION 
 
DUAL EMPLOYMENT 
 
Employees shall immediately inform the Assistant Superintendent of Human Resources of other 
employment obligations outside of the employee’s Florence 1 Schools position.  It is understood 
that Florence 1 Schools employment must take precedence.   
 
 
SAFESCHOOLS ONLINE TRAININGS  
 
Each year employees are required to complete mandatory trainings, as assigned, using the 
Safeschools online training program.  Employees are expected to complete all mandatory 
trainings in a timely manner.  Failure to complete mandatory trainings in a timely manner may 
result in disciplinary action.   “Suggested” trainings are optional and may be used for certificate 
renewal points for professional staff.  For more information, refer to the Florence 1 Schools 
Certification Renewal Plan. 

 

REPORTING CHILD ABUSE/NEGLECT 
 
The state of South Carolina provides both civil and criminal immunity to those reporting 
suspected child abuse or neglect in good faith.  Employees who have received information in 
his/her professional capacity which gives reason to believe that the physical or mental health or 
welfare of a child under the age of 18 has been or may be adversely affected by abuse or neglect 
must report such a situation, as provided in SC Code Ann. § 63-7-310, to the county Department 
of Social Services.  It is not the responsibility of school personnel to prove that the child has been 
abused or neglected, or to make a determination of whether the child is in need of protection.  
Any involvement of school personnel should be in conjunction with the Department of Social 
Services.  Unless required by law, the Department of Social Services is required to keep the name 
of the reporter confidential.   
 
Employees should consult their administrator/director for proper reporting procedures for their 
location.  School employees making child abuse/neglect reports must maintain the confidentiality 
of the information contained in the report.  Anyone required to report who knowingly fails to do 
so may be found guilty of a misdemeanor in the court of law and/or face disciplinary actions by 
the district.  
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STAFF HEALTH 
 
All employees are initially required to present a health certificate from a licensed physician 
certifying that such person does not have tuberculosis in an active stage.  The district will not 
require re-evaluation for employment in consecutive years unless otherwise directed by such 
guidelines.   
 
If the district has questions or concerns regarding the ability of an employee to perform the 
essential functions of his/her position with or without restrictions, the district may require an 
employee submit appropriate medical information. 
 
Employees with communicable diseases, as defined in the board policy and except where 
otherwise provided by law, will inform their principal/supervisor.  Upon notice that an employee 
has a communicable disease, the Assistant Superintendent of Human Resources will ensure that 
a committee consisting of the employee’s supervisor, the employee’s personal physician, 
appropriate public health professional and district personnel will be formed to monitor and/or 
evaluate the employee’s health status and the probability of transmission of the disease.  The 
district reserves the right to require a satisfactory certificate from one or more licensed 
physicians that the employee is not a risk to others. 
 
Every employee has duty to treat as highly confidential any knowledge or speculation concerning 
the HIV status of a student or other staff member.  Information regarding the medical condition 
of employees and students must be maintained in strict confidence and may only be revealed 
consistent with state law and regulation. 
 
The district has a bloodborne pathogen exposure-control plan for all employees and is on file in 
the superintendent’s office.  This plan includes trainings and universal precautions that all 
employees must take when dealing with blood and other bodily fluids.  All employees are 
required to consistently follow infection control guidelines in all settings and at all times.   
Equipment and supplies will be maintained and reasonably accessible.  Certain employees will 
receive additional training as appropriate to their positions and responsibilities.  (GBGA – Staff 
Health) 
 
 
SALARY SCHEDULE 
 
Employees are paid one-twenty fourth of their annual salary on the 15th and 29th of each month, 
with adjustments when possible to pay prior to holidays in November and December, as follows: 
 

 190-day employees  two checks August through July 
 210-day employees  two checks August through July 
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 215-day employees  two checks August through July 
 220-day employees  one check July through one check July 
 240-day employees  two checks June through July 

 
Custodian/Maintenance employees on 260-day contracts/work agreements and bus drivers on 
180-day contracts/work agreements will be paid bi-weekly. 
 
 
ADJUSTMENTS IN ANNUAL SALARY 
 
If an employee begins work after the normally required beginning date for that position, the 
salary is computed by dividing the annual salary by the number of required work days for that 
position and multiplying the daily rate of pay times the number of days remaining to be worked 
from the delayed beginning date to the end of the contract year. The result is then divided by the 
number of semi-monthly payroll periods remaining to get equal semi-monthly pay periods for 
the remainder of the contract year.  Any payroll adjustments are made in the next payroll 
following the eligibility for the adjustment. 
 
Any retroactive pay or deduction in pay will be spread over the number of payroll periods 
remaining in the employee contract year. 
 
 
PAYROLL DEDUCTION FOR ABSENCES  
 
Each absence deemed unapproved/unauthorized by an employee’s immediate supervisor or 
each absence that exceeds an employee’s accumulated leave, in accordance with district policy, 
will require a full day’s pay deduction.  These deductions will be made in the month they are 
reported to the district payroll department on the regular semi-monthly absence report.  (DKA – 
Payroll Procedures/Schedules)  
Any employee who is absent from work for any reason and who does not have any leave days 
available will have his/her salary adjusted to reflect a deduction in annual salary computed at 
the employee’s daily rate. 
 
An employee who separates from the district for any reason and who has used advanced leave 
days that he/she has not earned will be required to reimburse the district for those days.  (GCC 
– Professional Staff Leaves and Absences/GDC – Support Staff Leaves and Absences) 
 
 
 
CHECK STUB/DIRECT DEPOSIT NOTIFICATION 
 
Payroll deductions that have been authorized by the employee are reflected on the employee’s 
check stub/direct deposit notification.  Direct deposit notifications are located in Employee Self 
Service on the Florence 1 Schools website. 
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SUPPLEMENTAL PAY 
 
According to tax regulations, all monetary compensation/supplements paid to a district 
employee by any Florence 1 Schools location, must be paid through the payroll department.   
 
 
ACCRUAL OF SICK LEAVE 
 
Upon an employee’s reporting to work for their respective contract year, the district will advance 
the total number of days the employee can potentially earn to his/her leave balance. All active 
full-time employees earn one and one-fourth days of leave on the last day of each full month 
employed.  Any used and unearned days will be deducted from an employee’s final paycheck.  
This will provide 12 days for 9 months (190 days), 13 days for 10 months (210 days), 14 days for 
11 months (220 days) and 15 days for 12 months (240 and 260 days).  

Each employee’s unused leave at the end of each fiscal year will be carried over in accumulated 
sick leave up to a maximum of 120 days. 

A full-time employee will mean any person employed in a position in the school district for five 
months and works at least 30 hours per week. 

 

TRANSFER OF SICK LEAVE  

An employee of a state agency transferring to any school district in the state or a school district 
employee transferring to a state agency may transfer to and retain all sick leave he/she 
accumulated at his/her former place of employment.  

 

USE & VERIFICATION OF SICK LEAVE 

Accrued sick leave may be used for an employee’s own personal illness. The maximum number 
of sick leave days an employee may use for the illness or death of an immediate family member 
will be the number of days awarded in the current year.  Immediate family member, for purposes 
of the use of sick leave, is defined as follows:  spouse, son, son-in-law, stepson, daughter, 
daughter-in-law, stepdaughter, mother, mother-in-law, stepmother, father, father-in-law, 
stepfather, brother, brother-in-law, stepbrother, sister, sister-in-law, stepsister, grandparent, 
grandchild, guardian, ward or other person who may have raised employee.  The district may 
allow the use of sick leave related to an extended family member upon written request of the 
employee. 

An employee will notify his/her immediate supervisor as early as practicable when it is necessary 
to be absent.  Absence reporting procedures, as required by an employee’s immediate 
supervisor, should be followed at all times.   It is required that supervisors pre-approve the use 
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of three or more consecutive leave days for any reason other than unplanned personal illness.  

Any employee’s use of sick leave is subject to verification.  The district reserves the right to 
require an employee to obtain and present a doctor’s statement verifying a personal illness or 
illness of a family member.  Specifically, verification may be requested when the employee has 
been absent for three or more consecutive workdays or a pattern/abuse of leave is suspected. 
(GCC-R - Professional Staff Leaves & Absences/GDC-R – Support Staff Leaves & Absences) 

 

EXTENDED LEAVE 

In order for the district to plan and provide the continuity of the educational programs, a full-
time employee who anticipates taking extended leave must submit a request for leave to his/her 
immediate supervisor AND the district’s leave coordinator at least thirty (30) days prior to the 
effective date of the leave, when possible.  Extended leave is considered, but not limited to, the 
following: 

 More than five (5) consecutive absences due to serious personal illness or serious illness 
or death of an immediate family member; 

 Absences related to the birth, adoption or foster placement of a child; 
 Absences related to active military duty or the call to active duty; 
 More than three (3) consecutive absences that involves an overnight hospital stay. 

The district will provide leave to eligible employees consistent with the Family and Medical Leave 
Act of 1993 (FMLA). Eligible employees must submit their request for leave at least thirty (30) 
days prior to the expected leave.  If less than 30 days, the request should be submitted as soon 
as possible.  Eligible employees are entitled to up to 12 workweeks of unpaid family and medical 
leave in any 12-month period.  In complying with the FMLA, the district will adhere to the 
requirements of the Americans with Disabilities Act, as well as other applicable federal and state 
laws. 

The Superintendent may grant an employee leave, without pay, for personal illness following the 
exhaustion of all accrued sick leave. Extended leave (non-FMLA) will not extend beyond the 
immediate school year. 

PRIOR to an employee returning to work from an extended leave due to personal illness, the 
employee must present a physician signed Certification of Fitness for Duty certifying the 
employee’s ability to return to a normal work schedule and to perform all duties and 
responsibilities of their position.  The district will consider the reasonableness of any written 
requests for accommodations.  

During an approved extended leave, employees should not work supplemental job 
activities/duties and/or submit time sheets for payment of supplemental job activities/duties.  

Employees on approved extended leave will be required to use available accumulated sick days, 
vacation days, etc.  
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Leave request forms are located on the Florence 1 Schools website or 
https://www.f1s.org/Page/14676.   (GCC – Professional Staff Leaves & Absences/GDC – Support Staff 
Leaves & Absences) 

 

SICK LEAVE BANK  

A Sick Leave Bank for catastrophic illness and/or accident for full-time employees has been 
established.  During annual open enrollment (the month of October), an employee may elect a 
one-time donation of one sick leave day to become a member of the sick leave bank.  Donated 
leave days may not be reclaimed by the donor.  If there is a break in service and the employee 
returns to the district, the employee does not retain sick leave bank membership unless he/she 
donates another day upon return to the district.  

The administration of the Sick Leave Bank will be under the direction of a committee of 5 
employees composed of at least one school administrator, one professional employee, one 
classified employee, and the Assistant Superintendent of Human Resources or his/her designee.   
The committee’s approval or disapproval will be “final.” 

To be eligible to make application to the committee to request leave from the bank, an employee 
must meet the following criteria: 

1. Be a contributing member of the bank; 
2. Suffer from a catastrophic illness or accident; 
3. Be absent from official job duties for a minimum of 20 work days and have exhausted all 

available leave; and 
4. Present certification by a licensed physician that he/she is unable to report to work; 
5. Demonstrated judicious use of sick leave. 

In no event will sick leave credits from the sick leave bank be used for covering any illness longer 
than 90 consecutive workdays.  The maximum number of days that an approved employee may 
be draw from the bank for any catastrophic illness/accident is 30 days (15 days per application) 
in one school year.  If the bank is depleted of days, the committee may issue a call for an 
additional contribution of a specific amount of leave by employees. (GCCAAA – Sick Leave Bank) 

 

PERSONAL LEAVE  

An employee may use two of his/her sick leave days for personal leave during the fiscal year with 
no deduction from his/her salary. Only the first two days used for personal leave may be 
deducted from sick leave.  An employee may take up to two additional personal leave days with 
a partial deduction of pay.  The deduction for professional employees will be $60/day. The 
deduction for support employees will be $12/day.  The district will deduct any personal days 
taken beyond this at the employee’s daily rate of pay.  
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An employee may not use personal leave during the day before or day after a district holiday or 
during standardized testing without receiving permission from his/her immediate supervisor.  
(GCC – Professional Staff Leaves & Absences/GDC – Support Staff Leaves & Absences)  

 

BEREAVEMENT LEAVE 

The district may grant leave up to the maximum number of an employee’s current year 
accumulated leave days for an employee who requests such leave due to death in the immediate 
family, as defined by policy. 

The employee should directly contact the Assistant Superintendent of Human Resources to 
request bereavement leave.  When possible, the employee must submit a follow-up written 
request on an appropriate form prior to the absence, but no later than three days following the 
employee’s return to work.  The filing of a request for bereavement leave does not guarantee 
that the leave will be granted.  (GCC – Professional Staff Leaves & Absences/GDC – Support Staff Leaves 
& Absences)  

 

LEGAL LEAVE 

The district will grant employees leave, without loss of pay, when summoned for jury duty or 
subpoenaed as part of their work-related duties. If an employee must appear in court for any 
reason other than the above, the district will deduct substitute pay from his/her salary. 
Whenever a prospective juror is dismissed before the end of the working day, he/she is required 
to return to his/her official duties. 

When selected for jury duty, teachers, certified personnel at the building level or bus drivers are 
encouraged to request a postponement to a date that does not conflict with the school term.  
(GCC – Professional Staff Leaves & Absences/GDC – Support Staff Leaves & Absences)  

 

MILITARY LEAVE 

The board expects employees serving in the armed forces to request their training for a period 
when school is not in session. 

Employees serving in the armed forces may take military leave without loss of pay, seniority or 
efficiency rating for one or more periods not exceeding a total of 15 scheduled workdays in a 
fiscal year.   In the event an employee is called upon to serve during an emergency, he/she will 
be entitled to such leave of absence for a period not exceeding 30 additional days. 

An employee seeking military leave must forward a written request, including the appropriate 
verifying data, to the Superintendent no later than 30 days prior to the prearranged military 
activity.  (GCC – Professional Staff Leaves & Absences/GDC – Support Staff Leaves & Absences) 
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ORGAN DONOR LEAVE 

Employees may take a leave of absence to be an organ donor without loss of pay, time, leave or 
efficiency rating for one or more periods not exceeding a total of 30 scheduled workdays in one 
fiscal year.   (GCC – Professional Staff Leaves & Absences/GDC – Support Staff Leaves & Absences)  

 

EDUCATION IMPROVEMENT LEAVE 

An employee who has been continuously employed in the district for at least five years and 
averaged using five or fewer days of sick leave during the five years of employment immediately 
preceding application for education improvement leave, may request unpaid leave for advanced 
study or travel designed to enhance the employee’s knowledge and skills.  Requests for education 
improvement leave must be made in writing and submitted to the Assistant Superintendent of 
Human Resources at least 90 calendar days before the leave would start.  (GCC – Professional Staff 
Leaves & Absences/GDC – Support Staff Leaves & Absences) 

 

TERMINATION FOR FAILURE TO COMPLY WITH LEAVE POLICY 

The district may terminate the employment of any employee who fails to comply with the 
requirements of the district’s leave policy and accompanying administrative rule, who fails to 
report to work at the expiration of authorized leave or who fails to obtain an extension of leave.  
In the case of an employee who has exhausted all leave available under federal law, state law 
and board policy, the district will declare the employee’s position vacant and the employee will 
be terminated. 

An employee is subject to termination from employment with the district for misstatements of 
fact and/or misrepresentations of purpose for which leave of absence is desired or on the basis 
of which sick leave is obtained. 

An employee who is excessively absent (as determined by district administration) may be 
terminated, except that any employee who is on leave pursuant to the FMLA will not be 
terminated prior to the expiration of the amount of leave granted to the employee under the 
FMLA.  In accordance with the provisions of S.C. Code Ann. Section 59-1-400(A), a full-time 
employee who is absent with a continuing illness, as documented by a treating physician, will not 
be terminated for excessive absenteeism so long as the total period of continuing extended sick 
leave does not exceed a total of 91 workdays.  (GCC – Professional Staff Leaves & Absences/GDC – 
Support Staff Leaves & Absences)  
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240/260-DAY EMPLOYEE VACATIONS AND HOLIDAYS 

During the period from July 1 to June 30, 12-month professional and support employees will 
observe the following holidays: 

 July 4   Independence Day 
 Summer closing  Flex days to be designated by Superintendent (used in summer) 
 Labor Day   September 
 National Election Day Every other year 
 Thanksgiving*   Wednesday, Thursday and Friday 
 Winter holidays   Same as schools 
 Martin Luther King  Third Monday in January 
 Spring break   Number of days depending on the variable of the calendar 
 Memorial Day   Fourth Monday in May (when appropriate) 
 
*The Wednesday before Thanksgiving is a holiday for 12-month employees. However, if an 
employee works on that day, he/she would not work a corresponding day during spring break. 
Twelve-month employees are contracted for 239 days. 
 
240-day employees earn one day of annual leave (vacation) for each month of service, up to a 
maximum of twelve annual leave days per year. This leave is accrued monthly, beginning with 
the first month of employment.  240-day employees will be permitted to carry over up to eight 
annual leave days.  
 
260-day employees must complete one full year of employment to receive ten annual leave days.   
260-day employees will be permitted to carry over up to ten annual leave days.  
 
Employees are expected to submit their request for use of annual (vacation) leave prior to the 
commencement of leave and in accordance to guidelines established by their immediate 
supervisor.   
 
Employees may accrue up to twenty days of annual leave. Those employees who terminate 
service may be eligible for receipt of payment at his/her daily rate for the accrued days, up to 
twenty days. (GCD – 239-Day Staff Vacation & Holidays/GDD-Support Staff Vacation & Holidays) 

 

CONFERENCES/TRAINING WORKSHOPS 

The board believes that it is desirable to provide professional leave for teachers in order to attract 
and retain faculty who will continue to grow professionally and enhance their service to the 
public schools of the district.  

The district may grant leave to an employee attending activities designed to improve employee 
competency or to improve the instructional or service programs of the district. 
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The designee may authorize professional leave for attending state, regional and national 
meetings, workshops and conferences (including observing in other schools) without pay 
deduction. The employee must apply on the district’s prescribed form for prior approval through 
his/her supervisor within two weeks of the requested leave. The Superintendent must approve 
any request for out-of-state professional leave. Approval of the request does not commit the 
district to payment of any expenses unless otherwise indicated and approved on the request 
form. 

The designee will determine the number of absences allowable for professional leave. Absences 
will also be subject to budget limitations for employing substitutes and reimbursement for travel, 
meals and lodging.  

 

EMPLOYEE BENEFITS 
 
Insurance Coverage 
Employees electing insurance coverage will be covered the first day of the month following their 
date of employment.  The employee must enroll within 30 days from the date of employment.  
All permanent, full-time paid employees of the state who work in a department, agency, 
institution, or public school district are eligible for insurance coverage.  An employee is 
considered full-time if he/she works 30 or more hours a week continuously for one year in a 
permanent, full-time position.  Permanent, part-time contracted employees may enroll in 
insurance benefits if they work 15 or more hours but less than 30 hours per week. 
 
Special Eligibility Situations - A special eligibility situation is an event that allows eligible 
employees, retirees, survivors, or COBRA subscribers to enroll themselves and/or their eligible 
dependents in an insurance plan.  Examples include marriage, divorce, birth, adoption or 
placement for adoption, involuntary loss of other coverage.  Employees meeting the eligibility 
requirements, have 30 days from the date of the event to make changes to their insurance 
coverage. 
 
South Carolina Retirement Programs 
Retirement participation is either mandatory or optional depending on the position and terms of 
employment with the District. For most positions, participation is mandatory with a fixed 
contribution of 9%. You can be a member of the SC Retirement System or the Optional 
Retirement Plan (ORP): TIAA-CREF, AIG VALIC, MassMutual and METLIFE.    The employee must 
enroll within 30 days from the date of employment.   
 
In addition to the mandatory retirement programs, employees can elect to participate in other 
retirements plans offered by Florence 1 Schools.  See Payroll Department for more information. 
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EMPLOYEE ASSISTANCE PROGRAMS 
 
Employees may contact the district’s Benefits Administrators for information on programs that 
are available to assist employees with various mental and/or physical issues that may interfere 
with their ability to perform daily job requirements. 
 
 
WORK RELATED INJURY/WORKERS’ COMPENSATION 
 
The district provides workers’ compensation insurance coverage for all district employees.  It is 
the responsibility of the school district to provide medical treatment for employees injured on 
the job.  Every injured employee will immediately give notice of the injury to his/her supervisor 
and to the district office.  Employees must use specified providers.  The refusal to accept any 
medical or other treatment provided by the district will bar the employee from further 
compensation until such refusal ceases or the circumstances justified refusal.   
 
An injured employee’s available leave and workers’ compensation benefits can be coordinated 
to the extent available.   
 
 
STAFF CONDUCT 
 
Immoral conduct on the part of any employee will constitute grounds for immediate suspension.  
No employee will commit or attempt to induce students or others to commit an act or acts of 
immoral conduct, which may be harmful to others or bring discredit to the district.  If it appears 
an employee may have violated the law, the district will cooperate with law enforcement 
agencies. 
 
All employees will maintain a professional relationship with students at all times, both during and 
after working hours.  This includes, but not limited to, any relationship that may exist in person, 
in writing, or through an electronic/telecommunication device.   
 
The following actions are considered misconduct while on duty on/off district premises: 

 fighting or deliberately harming another 
 refusing to follow a supervisor’s instructions/directions 
 intentionally destroying school property 
 using obscene language which is unsuitable in the school setting or in the presence of 

students 
 having any interaction/activity of a sexual nature or intent with a student 
 possessing weapons on school property 
 using school property without proper authorization 
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 behaving in any inappropriate manner to the extent of adversely affecting the employee’s 
ability to perform his/her work 

(GBEB – Staff Conduct) 
 
 
ARREST OF AN EMPLOYEE 
 
The board delegates specific authority to the Superintendent to take appropriate employment 
action with regard to an employee who has been arrested.  Arrests/offenses and employment 
actions are as follows: 

 A misdemeanor offense, which would indicate no danger or appearance of danger to 
students/employees, will normally not be subject to any employment action. 

 A misdemeanor offense, which would indicate a possible danger or appearance of 
danger to students/employees, will normally warrant suspension with pay pending 
adjudication. 

 A felony offense will normally warrant suspension with pay pending adjudication. 
 
In certain circumstances, other employment actions may be taken.  (GBEB – Staff Conduct) 
 
 
CELL PHONES/MOBILE COMMUNICATION DEVICES  (GUIDELINES) 
 
An employee, with exception to administrators and supervisory personnel, will not use a mobile 
communication device, including cell phone or other electronic communication device, while in 
the presence of students.  This includes, but not limited to, receiving/placing calls, 
sending/receiving messages, surfing the Internet, checking voicemail, or sending/receiving email. 
Cell phones/mobile communication devices may not be used while performing assigned duties, 
except in situations approved by the employee’s supervisor. 
 
Employees/volunteers who are driving and transporting students will not use cell phones/mobile 
communication devices.  The vehicle must be stopped in a safe location so that device may be 
safely used. 
 
Any employee who uses a cell phone or mobile communication device in violation of these 
guidelines will be subject to disciplinary action. 
 
 
USE OF TECHNOLOGY RESOURCES 
 
The district unconditionally reserves the right for authorized personnel to review system use and 
file content.  With respect to any of its computers, digital devices, and online resources, the 
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district will monitor online activities of employees and employ technology protection measures 
during use of such computers, devices and resources.   
 
Employees should not disrupt the educational process with the use of personal emails.   
 
Passwords are confidential and should be kept private and secure.  Each employee is responsible 
for the computer activity occurring while the employee is logged in. 
 
Employees should refer to the Florence 1 Schools Acceptable Use Policy for Employees for more 
details and list of unacceptable uses.  The Florence 1 Schools Acceptable Use Policy for Employees 
is located at: https://goo.gl/1qFLP1 . 
 
 
SOCIAL MEDIA 
 
The personal life of an employee, including the employee’s personal use of a district or non-
district issued electronic equipment outside of working hours, will be the concern of and warrant 
the attention of the board only as it may directly prevent the employee from effectively 
performing assigned duties during duty hours or as it violates law or contractual agreements.  
This includes, but not limited to, social networking sites, email, instant messaging, text 
messaging, personal portrayal on the Internet, etc.    
 
Employees who have personal social networking sites are required to secure these sites to 
prevent students from having access to them.  Employees are prohibited from posting any 
student information or student picture on the Internet unless it is posted directly on the 
district/school website, posted on district-approved web and social media sites, and complies 
with the Florence 1 Schools policies. (GBEB – Staff Conduct) 
 
 
STAFF RIGHTS AND RESPONSIBILITIES  

All staff members have a responsibility to make themselves familiar with, and abide by, federal 
and state laws as these affect their work and the regulations designed to implement them.  The 
same requirement applies to the policies of the board and related administrative rules and 
procedures.   

The board expects all staff members to carry out their assigned responsibilities with 
conscientious concern.  The following are specific responsibilities of all personnel, as required, 
that are essential to the success of ongoing school operations and the instructional programs: 

1. Faithfulness and promptness in attendance to work; 
2. Support and enforcement of policies of the board and administrative rules and 

procedures in regard to students; 
3. Diligence in submitting required reports promptly at the times specified; 
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4. Care and protection of school property; and 
5. Concern and attention toward their own, and the board’s legal responsibility for the 

safety and welfare of students, including the need to ensure that students are under 
supervision at all times. 

(GBE – Staff Rights and Responsibilities) 
 
   
SEXUAL HARASSMENT 
 
Florence 1 Schools will not tolerate or condone sexual harassment in the workplace.  Sexual 
harassment is a major offense, which may result in disciplinary action or dismissal of the 
offending employee. 
 
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors and/or 
verbal or physical conduct of a sexual nature when: 

1. The harasser requires the employee to submit to the conduct as an explicit or implicit 
condition of employment, status, or promotion. 

2. The harasser uses the employee's submission to, or rejection of, the conduct as the basis 
for any decision affecting employment, benefits, services, honors, programs, or other 
available activities. 

3. The harassment substantially interferes with an employee's work performance or 
creates an intimidating hostile or offensive work environment. 

 
An employee who feels that he/she is being harassed should immediately report such incident 
to his/her immediate supervisor or to the Assistant Superintendent of Human Resources. 
The district will investigate all complaints of sexual harassment.  All complaints will be 
confidential and only those persons necessary for the investigation and resolution of the 
complaint will be given information about it.  (GBAA – Sexual Discrimination & Harassment) 
 
 
TOBACCO FREE CAMPUS 
 
The district prohibits all persons from using tobacco products within any district f ac i l i t y ,  
vehicle, and bus and on all district grounds and at all district-sponsored events.  Tobacco products 
include, but are not limited to, cigarettes, cigars, pipes, smokeless tobacco, and alternative 
nicotine products such as e-cigarettes, Juuling, and snuff.   
 
Staff members who violate this policy will be subject to the following disciplinary action.  On 
an initial violation, an oral warning will be issued.  Further violations, depending on the 
severity, will result in written reprimand and may jeopardize the individual’s employment 
with the district.  (GBED – Tobacco-Free Schools/Staff No Smoking) 
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DRUG AND ALCOHOL-FREE SCHOOLS/WORKPLACE AND ASSISTANCE 
 
The district is committed to providing a drug and alcohol free workplace.  Drug and alcohol abuse 
at school or in connection with school-sponsored events on/off school grounds threatens the 
health and safety of our students and staff and adversely affects the educational mission of the 
schools. 

No employee will unlawfully manufacture, distribute, dispense, possess, use, or be under the 
influence of any drug on or in the workplace.  “Drug” means any narcotic drug, depressant, 
stimulant, hallucinogenic drug, amphetamine, barbiturate, marijuana, counterfeit drug, imitation 
controlled substance, synthetic drug or designer drug or any other controlled substance as 
defined by federal/state guidelines.  Workplace includes any district facility, vehicle, bus and any 
property or event under the jurisdiction of the school district.   

Any employee, who appears to be under the influence of drugs/alcohol in such a way that 
adversely affects his/her performance of duties or the image of the district, will be immediately 
placed on administrative leave, with pay, pending an investigation.  This policy applies to 
employees on district premises, at district related events, while on or about district business, or 
in off-duty hours where such off-duty usage affects the employee’s on-the-job conduct or 
activities. 

An employee may be required to submit to drug/alcohol testing as the law permits if a supervisor 
has “reasonable suspicion” to suspect an employee may be under the influence of alcohol/drugs.  
Any employee who refuses the request for testing or who shows a positive result from such test, 
will be subject to dismissal.  (GBEC – Drug-Free and Alcohol-Free Schools/Workplace) 

The complete Florence 1 Schools Substance Abuse and Assistance Policy is located at:  
https://goo.gl/gxhrds 
 

 
GRIEVANCE PROCEDURE 
 
The purpose of grievance procedures shall be to settle issues relating to contracts; salaries; 
discrimination based on race, religion, color, creed, sex, national origin, marital status, handicap, 
and age; and working conditions at the lowest possible administrative level.  Working 
conditions refer to areas of class loads, planning time, adequate physical facilities, 
extracurricular activities, etc.  A grievance relating to an evaluation is limited to an alleged 
violation of the evaluation process and does not include the findings of the evaluator.  These 
proceedings shall be kept as informal and confidential as appropriate at all steps of the 
procedure.  (GBK - Staff Concerns/ Complaints/ Grievances) 
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CONFIDENTIALITY 
 
As part of employee’s duties and responsibilities, it may be necessary for them to maintain, 
process, handle, review, and/or be privy to student information, personnel information, and 
other information which is considered private and confidential.  Unless mandated for legal 
reasons, private and confidential information is not to be discussed with any person other than 
district personnel with a work-related need to know.  Unauthorized discussion, disclosure, and/or 
dissemination of confidential information could result in disciplinary action.  (GBEA – Staff 
Ethics/Conflict of Interest) 
 
 
SCHOOL CLOSURE/DELAY 

The Superintendent is empowered to close the schools in the event of hazardous weather, 
epidemics, or other emergencies that threaten the safety or health of students or staff members.  
The Superintendent also has the authority to delay the opening of any or all schools or to dismiss 
them early due to weather conditions or other emergencies.  The decision regarding school 
closures/delays will be made as soon as possible and the decision will be announced to the local 
news media.  Employees are expected to report to work unless directed by the Superintendent.  
Every effort will be made to post closures/delays on the district’s website and automated calling 
systems will be utilized, when possible.  (EBCE – School Closings & Cancellations) 

 
INTERNAL MAIL SYSTEM 
 
The district’s internal mail system may be used only for the distribution of materials for 
conducting district business.  Therefore, materials sent through the internal mail system are 
considered to be district property. 
 
 
SAFETY DATA SHEETS/WRITTEN PROGRAMS (SAFESCHOOLS SDS) 
 
The district’s written programs and chemical inventory safety data sheets (SDS) can be located 
on the district’s website under employee digital resources.  This information is available to all 
employees 24 hours daily.   In addition to safety data sheets, the district maintains the following 
written programs: 

 Bloodborne Pathogens Exposure Control Plan 
 Written Hazard Communication Program 
 Written Lockout/Tagout Program 
 Written Personal Protective Equipment (PPE) Program 
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One printed copy of the district’s safety data sheets (SDS) and written programs will be assigned 
to each location.  Employees with questions regarding the safety data sheets and/or written 
programs and/or their location should immediately consult their administrator, director or 
supervisor.  
 
 
REDUCTION-IN-FORCE 
 
When it is necessary to reduce staff due to elimination of programs, insufficient funds, or for 
any other reason, normal attrition will be used to effect this reduction insofar as possible. In 
the event it becomes necessary to reduce staff further, Florence School District Board Policies 
will be followed.  (GCQA/GCQB – Instructional Staff/Administrative Staff Reduction-In-Force; GDQA – 
Support Staff Reduction-In-Force) 
 
 


