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THE HISTORY OF GRAMBLING STATE UNIVERSITY 
 

 In 1901, a Farmer‟s Relief Association of Ruston, Louisiana authorized 
Lafayette Richmond, the Reverend Dennis Hollis, and Ruben Davis to write Dr. 
Booker T. Washington asking that a man be sent from Tuskegee Institute, Alabama, 
to help them start an industrial school. On August 4, 1901, Charles P. Adams 
appeared upon the scene as the endorsed representative to start the school. The 
spot on which the school was started is two miles west of the present Grambling 
State University site on the Illinois Central Railroad in the Allen Green community. 
 
 The original purposes of the institution were to teach the people how to make 
a living, to improve methods of farming, to prepare and preserve foods, to improve 
health and sanitary conditions, to buy land and build homes, and to live with people. 
The achievement of these purposes was effected through industrial education 
offered and patterned after that of Tuskegee Institute. All the students were 
accepted, the poor and willing, with the understanding that, all who entered must 
work. From 1901 to 1905 Charles P. Adams and his faculty of two tried to maintain 
and promote the idea of an industrial school which he hoped to develop to the point 
of parish and state support. 
 
 In 1905, the school was moved to its present location on a 200-acre plot. A 
philanthropist, Miss Fidelia Jewett, became interested in the school and gave a large 
sum of money toward its advancement. Between 1901 and 1912, the institution 
became a quasi-public school. 
 
 In 1918, the school became known as the Lincoln Parish Training School and 
operated under the direction of the Lincoln Parish School Board. 
 
 In 1928, the school was made a state junior college, the purpose of which 
was to train elementary teachers for small rural schools. In 1936, the program was 
reorganized for a venture emphasizing rural teacher education. This venture marked 
the beginning of the administration of Ralph Waldo Emerson Jones, who became 
the second president of the institution the summer of that year. The significant 
features of the program at this time were (1) the close coordination of the teacher 
education program with the state, parish, and federal agencies of health, agriculture, 
trade and industry, and home economics; (2) apprentice teaching; (3) field service; 
(4) curriculum laboratory; (5) coordination of the Jeanes teachers with the college 
program; (6) the summer school; and (7) the instructional part of the program. 
 
 From 1936 to 1949, a two-year professional certificate and a diploma were 
awarded; and from 1939 to 1943, a professional certificate was awarded for three 
years work. In 1940, a four-year program was inaugurated, and the first Bachelor of 
Science degrees in Elementary Education were granted 1944. The State Board of 
Education granted the college permission to prepare high school teachers in 1948. 
The first secondary teachers were graduated in 1953. In 1954, the State Board of 
Education authorized the institution to provide preliminary training for the study of 
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medicine, law, and dentistry. The institution also initiated a special summer program 
for accredited students. 
 
 The physical plant of the school grew along with the curriculum. The eight 
permanent buildings in 1949 increased to thirty permanent buildings by the 1957-58 
session. 
 
 During the 1958-59 school year, the duly authorized Liberal Arts Program was 
put into effect. For the 1959-60 school year, the University reorganized under the 
following divisions: Divisions of Applied Sciences and Technology, Division of 
Education, and Division of Liberal Arts. In 1963, the Division of General Studies was 
organized. 
 
 The Graduate Program was initiated in 1974 and the name of the institution 
was changed to Grambling State University. During the 1975-76 academic school 
year, Division of Applied Science and Technology was changed to College of 
Business and Applied Programs, Division of Education was changed to College of 
Education, and Division of Liberal Arts was changed to College of Arts and 
Sciences. 
 

On July 1, 1977, Dr. Joseph B. Johnson became the third President and 
marked the beginning of a new era for Grambling State University, the Johnson 
Administration or the Enhancing Years. During the 1983-84 school year, the College 
of Business and Applied Programs was reorganized and the name changed to the 
College of Business; and the Division of General Studies was reorganized and 
changed to the College of Basic Studies and Services.  The College of Science and 
Technology and the School of Nursing were created during the 1984-85 school year. 
The College of Basic and Special Studies was created in 1990 and the Division of 
Academic Support Services was dismantled. Full accreditation was granted the 
Doctoral Program in Developmental Education by the Southern Association of 
Colleges and Schools (SACS). Joseph B. Johnson retired as the third President of 
Grambling State University ending 14 years of leadership, effective June 30, 1991. 
 
 Dr. Harold W. Lundy became the fourth President of Grambling State 
University effective July 1, 1991. A Cooperative Agreement valued at $3,793,714 
was executed with Digital Equipment Corporation. In 1992, construction was 
completed on the Business and Computing Center Building, Intramural Center and 
renovations to complete James Hall, Carver Hall, and McCall Dining Hall.  
Grambling State University received a $1 million award to create its first endowed 
chair in construction technology. In 1993, enrollment increased to a record high of 
7,833 students and the Department of Mass Communication received national 
accreditation. 
 

 Dr. Raymond A. Hicks was appointed Interim President of Grambling State 
University by the Board of Trustees for State Colleges and Universities, effective 
July 1, 1994. On July 1, 1995, Dr. Hicks became the fifth President in the history of 
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Grambling State University. Under his auspices, important projects transpired:  
major restructuring of organizational set-up was implemented; Phase 2 of a three-
phase campus fiber optics and conduit system completed which enhanced all video, 
energy management/control systems and data capabilities; renovations were 
completed on the Physical Education Building, the Natatorium and T.H. Harris 
Auditorium, four (4) new dormitories completed and occupied -- two (2) female, one 
(1) male and one (1) graduate co-ed. Dr. Hicks worked to set the foundation for 
many other plans and projects, continuing to put Grambling State University in the 
forefront of higher education. 
 

As the University moved into the twenty-first century and toward its centennial 
year, Dr. Steve A. Favors was appointed as Acting President on May 25, 1998 and 
became the sixth President of Grambling State University effective July 1, 1998. Dr. 
Favors was committed to ensuring that the institution remained a major provider of 
access to meaningful and constructive higher educational opportunities for the 
citizens of Louisiana, the nation and the world. His commitment was backed by a 
student population of approximately 5,100, a strong faculty and staff, loyal alumni of 
over 35,000, and countless friends and supporters that spanned the globe. 

 
As the university prepared to celebrate its centennial year in 2001, it found Dr. 

Nearie Francois Warner at the helm.  Named as Acting President, Dr. Warner was 
an alumna and the first woman ever to lead the institution.  Committed through 
accountability and productivity, she repositioned the university to a level of 
preeminence.  Dr. Warner worked to achieve SACs accreditation and laid the 
foundation to move the university forward.   

 
On July 1, 2004, Dr. Horace A. Judson became the seventh President of 

Grambling State University ushering in the era of “Reclaiming Our Legacy”.  
Preparing for the future, Dr. Judson has revitalized our legacy of excellence in 
teaching, learning, service, and research.  He has implemented a Comprehensive 
Master Development Plan that addresses the overall look of the campus and will 
strengthen the University‟s infrastructure while creating a student-centered, result-
oriented environment more conducive to attaining the University‟s mission.  He has 
also revitalized campus housing with Tiger Village – the new apartment style 
housing; and initiated the University‟s first ever Capital Campaign with the goal of 
raising $30 million over a six year period.  

 
 No historical sketch would be complete without noting that Grambling is home 
of the legendary football coach, Eddie G. Robinson who began his career in 1941.  
Robinson became the winningest coach in collegiate football with 324 victories on 
October 5, 1985 and won his 400th game on October 7, 1995.   
 

Fully accredited by the Southern Association of Colleges and Schools, Grambling 
State University has a faculty and staff of nearly 1,000, a high percentage of the 
teaching faculty holding the doctorate; a student enrollment of approximately 5,500; 
an annual operating budget of approximately $56.8 million; and a physical plant 
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valued in excess of $72 million. Thousands of graduates are contributing citizens 
and serving throughout the state, nation, and world having distinguished themselves 
in all fields of endeavor. 
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STATEMENT OF INSTITUTIONAL MISSION 
AND PHILISOPHY 

 
 

Grambling State University is a comprehensive, historically-black, public institution 
that offers a broad spectrum of undergraduate and graduate programs of study. 
Through its undergraduate major courses of study, which are undergirded by a 
traditional liberal arts program, and through its graduate school, which has a 
decidedly professional focus, the University embraces its founding principle of 
educational opportunity. With a commitment to the education of minorities in 
American society, the University seeks to reflect in all of its programs the diversity 
present in the world. The University advances the study and preservation of African 
American history, art, and culture. 

 

Grambling State University is a community of learners who strive for excellence in 
their pursuit of knowledge and who seek to contribute to their respective major 
academic disciplines. The University prepares its graduates to compete and 
succeed in careers related to its programs of study, to contribute to the 
advancement of knowledge, and to lead productive lives as informed citizens in a 
democratic society. The University provides its students a living and learning 
environment which nurtures their development for leadership in academics, 
athletics, campus governance, and in their future pursuits. The University affords 
each student the opportunity to pursue any program of study provided that the 
student makes reasonable progress and demonstrates that progress in standard 
ways. Grambling fosters in its students a commitment to service and to the 
improvement in the quality of life for all persons. 

 

The University expects that all persons who matriculate and who are employed at 
Grambling will reflect through their study and work that the University is indeed a 
place where all persons are valued, “where everybody is somebody.” 

 

 

 

 

 

(revised 10/06) 
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CODE OF GOVERNMENTAL ETHICS 
 
The adoption in 1979 by the Legislature of Act 443 known as the Code of Governmental 
Ethics brought all public employees under the jurisdiction of a common code of ethics. Many 
of the provisions of the new code of Government Ethics are either identical or represent a 
streamline of the provisions in the earlier Code of Ethics. 
 
The Louisiana Commission on Ethics for Public Employees was created by this Code of 
Governmental Ethics. It consists of five members appointed by the Governor. These 
individuals administer the provisions of the Code of Ethics. They have jurisdiction over 
allegations that the Code of Ethics has been violated by any public employee in the State 
and by any public servant in the State except elected officials. 
 
The Code of Governmental Ethics is a conflict of interest statute.  The Code contains 
specific restrictions against certain activities that could lead to a conflict of interest. They are: 
 

1. Prevents a public servant from receiving anything of economic value from a 
person to whom the public servant has directed business of his appointing 
authority; 

 
2. Prevents a public servant from receiving anything of economic value for any 

service that is generally related to his job description and to the services he is 
being paid by the State to perform; 

 
3. Prohibits a public servant from receiving anything of economic value for any 

services rendered that draw substantially upon official data or ideas which 
have not become part of the general body of public information; 

 
4. Prohibits a public servant from receiving anything of economic value for any 

service rendered to any person from whom he would be prohibited from 
receiving a gift; 

 
5. Prohibits a public servant from receiving anything of economic value for 

services to be rendered to any person subsequent to the term of the 
employee‟s state service; 

 
6. Prohibits a public servant from participating in any transaction in which he 

has a substantial economic interest or in which he is an officer, director, 
trustee, partner, or employee or in which any person with whom he has a 
contractor is seeking to gain a contract has a substantial economic interest; 

 
7. Prohibits any public servant or any member of his family or corporation he 

owns stock in from bidding on or entering into any contractor subcontract 
under the supervision of his agency; 

 
8. Prohibits a public servant from seeking or receiving any gift or gratuity from 

any person who either has a contract with his appointing authority, is seeking 
to obtain a contract with his appointing authority, is regulated by his 
appointing authority, or which has interests that might be affected by the 
performance or nonperformance of the public employee‟s official duty; 

 

http://www.ethics.state.la.us/laws/ethiclaw.pdf
http://www.ethics.state.la.us/laws/ethiclaw.pdf
http://www.ethics.state.la.us/laws/ethiclaw.pdf
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CODE OF ETHICS (CONT.) 

 
9. Contains restrictions against nepotism; 
 
10. Prevents any member of the immediate family of a member of any board or 

commission of the chief administrative officer of any state agency from being 
employed by that governmental entity. However, there is a “grandfather” 
clause; 

 
11. Contains restrictions applicable to former employees of the State. The Code 

provides a general prohibition against any employee for two years after he 
leaves the State assisting any other person in connection with a transaction 
in which he was involved during his state service; 

 
12. Prohibits a former employee of the State from rendering to the State on a 

contractual basis any service that he had previously performed during his 
state service. 

 
 
 
 

NOTE: This is a brief synopsis of the provisions of the Code of Ethics found at 
La. R.S. 42:1101 et seq. If you have questions, call the Ethics Administration 
at 225-763-8777. 
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DEFINITION OF TERMS 
1.1 'Abandonment of Position' means the desertion by a Classified employee of his position. 

1.1.2 'Action' means a personnel transaction effecting a change to a persons employment or 

to a position. 

1.2 'Allocation' means the determination of the job title for a position. 

1.3.1 'Annual Leave' is leave with pay granted an employee for the purpose of rehabilitation, 

restoration and maintenance of work efficiency, or transaction of personal affairs. 

1.4 'Appointing Authority' means the agency, department, board, or commission, and the 

officers and employees thereof authorized by statute or by lawfully delegated authority to 

make appointments to positions in the State Service. 

1.5 'Appointment' means an offer by an appointing authority to a qualified person of 

employment in a classified position and the acceptance of such offer. 

1.5.01 'Article' or 'Civil Service Article' means Article X, Part I of the Constitution of the 

State of Louisiana of 1974, ratified by the electorate of Louisiana. 

1.5.01.1 'Base Pay' means the employee's hourly rate (including rate within base supplement) 

and any supplemental pay authorized by the Article. Base pay shall not include any overtime, 

per diem, shift differential, payment in kind, premium pay, one-time lump sum payments, or 

any other allowance for expenses authorized and incurred as an incident to employment. For 

purposes of these rules, "pay" means base pay.  

1.5.02 'Base Supplement' means additional pay above the range maximum, when authorized 

by the Commission and approved by the Governor under limiting factors (e.g., by job titles, 

geographic areas, organizations, etc.) it deems appropriate when market and employment 

conditions require such supplement in order to maintain competent and experienced staff, 

which is treated as a part of base pay. 

1.5.1 'Bona Fide Student' means a person enrolled in an accredited high school, college or 

university in the State, or a person enrolled in a State-operated technical college, in a 

sufficient number of courses and classes in such institution to be classified as a full-time 

regular student under the criteria used by the institution in which he is enrolled; or a person 

enrolled in an off-campus college work-study program in a proprietary institution of higher 

education as defined in Section 102(b) of the Higher Education Act of 1965, as amended. 

Less than full time students may be considered for employment as bona fide student 

employees only for work performed under the Federal Work-Study Program. A bona fide 

student shall retain his status during breaks, which occur in the course of or between 

sessions, including summer breaks. In addition, colleges and universities may employ their 

own full-time and part-time students as bona fide students. 

1.5.2 'Career field' Means any one of a job series or group of positions considered to have a 

close occupational relationship and categorized as such by the Department of State Civil 

Service. A career field shall include a job series, or series of jobs that were created to provide 

a natural progression. The career field(s) used by an agency in a layoff shall be the career 
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field(s) in the official career field listing before the layoff plan is received by the Department 

of State Civil Service.  

1.5.2.001 'Career Progression Group' means two or more job titles that have been banded into 

a defined group, typically within the same job family or series. Movement is based on a 

condsideration of performance, competency, skill, duty assignments, and experience. 

1.5.2.01 'Cause' means conduct which impairs the efficient or orderly operation of the public 

service. 

1.5.3 'Change in Position' for the purpose of the performance evaluation system, means either 

a voluntary demotion or the assignment of an employee to another position in the same or a 

different job with significantly different duties from those of the position he previously held, 

or the movement of an employee to another position in another agency. 

1.5.11 'Business Reorganization' is the strategic effort of an appointing authority to structure 

or redesign the resources of an organizational unit to more efficiently and effectively achieve 

its mission. For purposes of these rules, business reorganization shall not result in a reduction 

of the total number of employees in the organizational unit upon implementation.  

1.7 'Classified Position' means any office or position in the Classified Service. 

1.8 'Classified Service' means all persons holding positions in state service except those 

exempted by or under Section 2 of the Article. 

1.9 'Commission' means the State Civil Service Commission. 

1.9.01 'Commuting Area' means that geographic area in which employees are subject to 

competition for a layoff. It shall encompass either: 1) the parish of the abolished position(s), 

or 2) an expanded area which will be defined by the agency and will consist of the parish of 

the abolished position(s) plus one or more parishes bordering the parish of the abolished 

position(s). 

1.9.02 'Compensation' means any salary, wages, fees, special pay considerations, or any other 

cash payment directly to an employee as a result of service rendered in any position. It shall 

not include reimbursement for travel incurred in the performance of official duties nor the 

authorized assignments on utilization of automobiles, houses or other movable property of 

the state or other governmental entity. 

1.9.1 'Continuing Position' means an office or position of employment in the Classified 

Service which reasonably can be expected to continue for more than twelve months. 

1.10 'Continuous Classified Service' means continuous employment in a classified position. 

Such service includes any authorized leave of absence; a separation by layoff of not more 

than one year when reemployment is from a department preferred reemployment list; 

separation without a break in service of one or more working days; or separation for active 

military service in the armed forces of the United States where reemployment is in 

accordance with the provisions of Civil Service Rule 23.15.  

1.11 'Demotion' means a change of an employee from a position in one job title to a different 
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position allocated to another job. 

1.12 'Department' means any legally constituted agency, board or commission whose 

employees are in the 'State Service' as defined by the Article. 

1.13'Department Preferred Reemployment List' means a list of permanent employees who 

have been laid off or relocated downward in accordance with Chapter 17, or permanent 

employees who have been reallocated downward as a result of a business reorganization in 

accordance with Rule 5.6.1. Employees on such a list are given preferential hiring rights in 

the department or agency affected by a layoff. 

1.13.01 'Designated Holiday' means a holiday or part of a holiday an employee observes, in 

lieu of a regular holiday observed by his agency, because the regular holiday or a portion 

thereof, fell on the employee's regular day off. 

1.13.1 'Detail to Special Duty' means the temporary assignment of an employee to perform 

the duties and responsibilities of a position other than the one to which he is regularly 

assigned, without prejudice to his rights in and to his regular position. 

1.14 'Director' means the Director of the Department of State Civil Service. 

1.14.01 'Dismissal' means the separation from employment for disciplinary reasons. 

1.14.1.1 'Dual Career Ladder' means a set of one or more non-supervisory jobs in a job series 

which receives higher pay than traditional non-supervisory jobs because they require 

performance of higher level, more complex duties and possession of advanced, specialized 

skills. The purpose of the dual career ladder is to provide another route of advancement for 

employees as an alternative to promotion to supervisory or managerial positions. 

1.14.1 'Discrimination' means consideration of religious or political beliefs, sex, race, or any 

other non-merit factors. 

1.15.01 'Employee' for the purpose of these rules, does not include any employee of a 

temporary staffing services firm on contract with the State. 

1.15.1 'Employee Affected by a Layoff' means one who has experienced separation or 

relocation as a consequence of a layoff. 

1.15.1.1 'Exempt' is a term referring to those groups of employees that are exempt from the 

overtime provisions of the Fair Labor Standards Act. 

1.15.1.2 'Flexible Qualifications' are qualification standards established by the Director and 

included on the job specification that appointing authorities are expected to use in the same 

manner as Minimum Qualifications for most appointments but which may be adjusted in 

circumstances where the appointing authority can justify it by documenting a rational 

business reason, such as having no applicants who meet the Flexible Qualifications stated on 

the job specification. 

1.15.2 'Furlough' means a period of leave without pay required of employees by an 

appointing authority in order to avoid a layoff. 
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1.15.2.1 'General Increase' means an across the board wage and salary increase designed to 

bring pay in line with increases in the cost of living. 

1.17.1.1 'Job or Job Title' means the descriptive name for the total collection of tasks, duties, 

and responsibilities assigned to one or more individuals whose positions have the same 

nature of work at the same level. 

1.17.2 'Job Analysis' means a comprehensive, systematic breakdown that identifies the 

relevant components in a particular job through a detailed description of the work behaviors 

and tasks performed.  

1.18 'Job Appointment' is a non-permanent appointment of an employee to fill a position in 

the classified service for a limited period of time.  

1.18.1 'Job Evaluation' means a formal process which determines the relative value to be 

placed on various jobs within the organization.  

1.18.2 'Job Specification' means a summary of the most important features of a job including 

the general nature of the work performed, specific task responsibilities, and employee 

characteristics (including skills) required to perform the job. A job specification focuses on 

the job itself and not any specific individual who might fill the job.  

1.18.01 'Job Correction' means the change in the allocation of a position as a result of 

revisions to the job specifications and/or the allocation criteria.  

1.19 'Layoff'' means the separation of an employee from a position because of a lack of work 

or a lack of funds or the abolition of a position. 

1.19.1 'Layoff Avoidance Measures' means actions taken by an appointing authority and 

approved by the Director and/or the Commission to help prevent a layoff. These include: not 

granting performance adjustments, granting reduced performance adjustments, reductions in 

work hours, furloughs and retirement incentives. Another measure, one not needing Civil 

Service approval, is the required use of leave during agency closures as stated in Rule 17.10. 

1.20 'Leave of Absence Without Pay' means time off from work without pay granted by an 

appointing authority or imposed by an appointing authority for an unapproved absence. 

1.20.001 'Market Grade Job' means a job that is assigned a grade having a pay range more 

appropriate to the market rate for that job than the range assigned its evaluated grade.  

1.20.002 Repealed effected December 12, 2012. 

1.20.01 'Military Purposes' means the performance of continuous and uninterrupted military 

duty on a voluntary or involuntary basis and includes active duty, active duty for training, 

initial active duty for training, full-time National Guard duty, annual training and inactive 

duty for training (weekend drills). 

1.20.05 „Minimum Qualifications‟ are minimum requirements established by the Director 

and included on the job specification necessary for appointment to a classified job unless 

specifically waived elsewhere in these rules. 
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1.20.2 'Official Domicile' means the following:  

(a) The official domicile of an officer or employee assigned to an office, exclusive of 

temporary assignments, shall be the city in which the office is located. 

(b) The official domicile of a person located in the field shall be the city or town nearest to 

the area where the majority of work is performed, or such city, town, or area as may be 

designated by the department head, provided that in all cases such designation must be in the 

best interests of the agency and not for the convenience of the employee.  

1.20.3 'Official Holiday' means either the employee's actual or designated holiday, whichever 

is selected by the appointing authority for overtime compensation purposes.  

1.20.4 'On-call Pay' means a nominal amount of compensation provided in return for an 

employee being available to report to work outside of his or her regular work schedule at the 

appointing authority's discretion. 

1.21 'Organization Unit' means any administrative agency or part thereof that is designated 

by rule or regulation hereunder as a unit for purposes of administering these Rules.  

1.21.1 'Organizational Unit' for the purposes of layoff and layoff avoidance measures means 

the area subject to a layoff or layoff avoidance measure, as approved by the Director. It shall 

normally be one of the following:  

(a) One of the state Departments authorized in the Constitution.  

(b) An office headed by a secretary, assistant secretary, or undersecretary, or an office 

established by law and headed by a comparable official having appointing authority over that 

office.  

(c) An institution with an appointing authority and supporting services such as a hospital or 

school.  

(d) A separate state agency or one that is housed in a department but has a separate 

appointing authority, separate identity, a distinct mission and powers granted by statute. Such 

agencies include those transferred under statute, each of which continues to exercise all of 

the powers, duties, functions and responsibilities authorized by the Constitution or laws. The 

functions of such agencies are exercised independently of the secretary and any assistant 

secretary. 

(e) A program, activity or unit within a state department, office or institution. 

1.22: 'Original Appointment' means appointment of a person to a classified position by 

probationary or job appointment. 

1.24 'Pay Plan' is the schedule of pay ranges assigned to each classification in the classified 

service. 

1.24.002 'Pay Structure' means the organization of pay grades and ranges established for jobs 

within the classified service.  
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1.24.003 'Pay Structure Adjustment' means a change in the range minimums and maximums 

for all grades. The purpose is to maintain a general competitive level with the market for 

recruitment purposes and is generally accomplished without increases to individual pay rates.  

1.24.004 'Performance Adjustments' means an adjustment to individual pay rate based upon 

performance, or some other individual equity basis. 

1.24.01 'Performance Evaluation' means the overall rating of an employee, made in 

accordance with the performance evaluation system established by these Rules. 

1.24.02 'Performance Standard' means a statement or description of observable conditions 

that define the levels of performance for each major task or duty area.  

1.24.02.1 'Perquisites' means any tangible privilege or gain beyond salary and entitlements 

provided to administrators, faculty or other employees, including but not limited to housing 

allowances, car allowances, spousal travel, insurance, and club memberships. 

1.24.03 'Personnel Action' means a personnel transaction effecting a change to a persons 

employment or to a position.  

1.24.1 'Political Activity' means an effort to support or oppose the election of a candidate for 

political office or to support or oppose a particular party in an election.  

1.25 'Position' means a set of duties requiring the services of one employee. 

1.25.01 'Position Change' for the purposes of types of appointment means the movement of a 

classified employee from one position number to another position number with the same job 

title. 

1.25.1 'Preference Employee' is an employee who on the effective date of his/her transfer 

pursuant to Rule 24.1 would be entitled to veteran‟s preference in accordance with Rule 22.7 

as if he/she was applying for original appointment on that effective date. 

1.26 Probationary Appointment' means appointment of a person to serve a working test 

period in a position.  

1.26.1 'Progress Review' means a scheduled meeting between an employee and his 

supervisor in which they discuss the employee's accomplishments and possible problems in 

the area of performance (e.g., performance standards), and in which performance criteria is 

reviewed and revised if necessary.  

1.27 'Promotion' means a change to a different position allocated to a higher job. 

1.28 'Promotional List' means a list, established in conformity with these Rules, of permanent 

employees who have demonstrated their fitness for a position of a higher grade by 

successfully passing an examination for such higher job position and are eligible for 

promotion within the same department or transfer and promotion from another department.  

1.30 'Public Hearing' means a hearing held after public notice of at least 24 hours, at which 

any person may have a reasonable opportunity to be heard, in accordance with such rules and 
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regulations as may be adopted by the Commission. 

1.32 'Reallocation' means a change in the allocation of a position from one job to another. 

1.33 'Reassignment' means the change within the same department of a probationary or 

permanent employee from a position in one job to another position in a different job, both 

jobs of which have the same maximum rate of pay. 

1.33.01 'Red Circle Rate' is an authorized pay rate that exceeds the maximum of the range or 

base supplement. 

1.33.02 'Reduction in Pay' means an action taken for disciplinary reasons whereby an 

employee‟s individual pay rate is reduced but the employee remains in the same job. 

1.33.1 'Reemployment' means the noncompetitive appointment of a person based on 

permanent status attained in former employment in the Classified Service. 

1.34 'Regular or Permanent Appointment' means the status attained by a classified employee 

upon the successful completion of his probationary period. 

1.36 'Reinstatement' means the restoration of an employee to pay and duty status with all 

benefits of employment.  

1.37 'Removal' means the separation from employment for non-disciplinary reasons as 

provided in Rule 12.6. 

1.37.1 'Reserve Component'-Consists of members of the National Guard and Reserves of all 

Branches, officers and enlisted personnel, who perform active duty, active duty for training 

or inactive training duty. 

1.38 'Resignation' means the separation from employment at the employee's request. 

1.38.2 'Retitle' occurs when the revision in the job specifications results in a change in the job 

title. 

1.38.3 'Selective Certification' means a special job-related qualification standard that is 

approved by the Director for a specific position number and consists of a narrowing of or 

addition to the established Minimum Qualifications but in no way reduces the Minimum 

Qualifications, i.e., an applicant must meet both the Minimum Qualifications and the 

Selective Certification to be appointed. 

1.39 'Service Rating' means the individual rating of an employee, made in accordance with 

the service rating system established by these Rules. 

1.39.01 'Shift Differentials' means extra pay allowances made to employees who work 

nonstandard hours. 

1.39.1 'Sick Leave' is leave with pay granted an employee who is suffering with a disability 

which prevents him from performing his usual duties and responsibilities or who requires 

medical, dental, or optical consultation or treatment. 
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1.39.101 'Special Provisional Appointment' means a temporary appointment under the 

provisions of Rule 24.2 to allow employees subject to acquisition up to two years to complete 

the processes required for probationary appointment. Employees appointed under this 

provision earn leave according to Chapter 11 of these rules. 

1.39.2 'State Service‟ for the purposes of layoff and layoff avoidance measures, means the 

total length of Classified State Service in the equivalent full‐time years, months and days as 

an employee of a state agency or agencies subject to the following: 

(a) Periods of time not counted as Classified State Service under this definition for the 

purposes of layoff and layoff avoidance shall be: 

1. All leave without pay not expressly authorized in Subsection (b)9 of this Rule. 

2. State service earned before retirement in any state retirement system by an 

employee who is rehired into state service after such retirement. 

3. Unclassified State Service acquired after January 1, 1983, subject to the provisions 

of Subsection (b) of this Rule. 

4. Classified State Service obtained after January 1, 1983, on a restricted or 

provisional appointment if such an appointment was not converted to a probational 

or job appointment by July 1, 2013. 

5. Classified or Unclassified State Service on a part-time intermittent (i.e., when 

actually employed -WAE) appointment, if such service was acquired after January 

1, 1983. 

(b) Periods of time counted as Classified State Service under this definition for the purpose 

of layoff or layoff avoidance measures are the following, which are all subject to Rule 

1.39.2(a)2: 

1. All time spent on any type of Classified and/or Unclassified appointment prior to 

January 1, 1983. 

2. Classified State Service obtained after January 1, 1983, on probational, job and 

permanent appointments and on restricted or provisional appointments that were 

converted to probational or job appointments, subject to the provisions of 

Subsection (a) 5 of this Rule. 

3. Absence from State Service of not more than one year as the result of a layoff of an 

employee with permanent status. 

4. Any military service that interrupts Classified employment, including military 

service consisting of active duty in the armed forces of the United States for not 

more than six years of voluntary service or an indefinite period of involuntary 

service, subject to the provisions of Rule 17.17 
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5. Separations of not more than thirty days from the Classified State Service, except 

that no breaks between emergency and/or restricted and/or multiple restricted 

appointments count. 

6. Unclassified State Service acquired by an unclassified employee relative to his 

being brought into the Classified Service under Rule 24.2. 

7. Periods of time that the layoff avoidance measures stated in Chapter 17 Rules are in 

effect for full-time employees shall count as full-time employment. 

8. All authorized leave with pay. 

9. Authorized leave without pay under the following conditions: 

a. Any leave without pay taken prior to January 1, 1983. 

b. Any period(s) of leave without pay which does not exceed 30 calendar days, 

if taken after January 1, 1983. Additionally, if any period of leave without 

pay taken after January 1, 1983 equals or exceeds a 30 calendar day period, 

i.e., a reportable action to Civil Service, 30 days of one reportable period 

shall be counted in any calendar year, i.e., January 1, 1983 through 

December 31, 1983. 

c. To hold an unclassified office, job or position with the State. 

d. Leave without pay for military purposes as provided in Rule 11.26. 

e. If authorized for educational purposes and approved by the Director. Such 

education must be required by the agency, pertinent to the job or needs of 

the agency, and full-time as defined by the educational institution attended, 

except that a final semester's work toward a degree need not be full-time. 

(c) All periods of Classified State Service not expressly excluded or included in these Rules 

shall be submitted to the Director for a ruling. 

1.40 'Suspension' means the temporary exclusion from employment of an employee for 

disciplinary reasons or while criminal proceedings are pending or while an investig ation is 

being conducted. 

1.40.01 'Temp' or 'Temporary Staffing Services Employee' means a short-term, temporary 

worker whose employer is a private sector temporary services firm on contract with the State. 

1.40.02 'Temporary Staffing Services', for the purpose of these Rules, means a private firm 

on contract with the State whose primary business is to provide temporary employee staffing 

to private business. 

1.40.03 'Temporary' a non-permanent appointment for a limited duration of time. 

1.40.1 'Title Change' means a change in the title of the class to which a position is allocated 

without change in the position's duty and responsibility content. 
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1.41 'Transfer' means the change of an employee from a position in one depart ment to a 

position in another department without change in probational or permanent status and 

without a break in service of one or more working days. 

1.42 'Uniform Pay Plan' means a pay plan wherein the pay structure and administrative rules 

are uniformly applicable to all agencies for positions of the Classified Service. 
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APPOINTMENT PROCEDURES AND PERSONNEL ACTIONS 
 
 

In filling a position within a department, first consideration is given to present employees 
within the department and the University. Vacancies may be filled by employment of new 
personnel when their qualifications are more specifically suited to the requirements for the 
positions, when they are superior to the qualifications of employees available within the 
department and University, or when current employees do not actively seek the vacant 
position. 
 
Notices of vacant classified positions are posted for a minimum of five working days on the 
University‟s web site.  Any interested employees who meet the minimum qualifications for a 
vacant position may submit their name for consideration. It is the responsibility of each 
employee to take the appropriate Civil Service examination for any classification which might 
be of interest to them and for which they meet the minimum qualifications. If necessary, the 
Human Resources Department will provide assistance to employees in completing 
applications for examination (testing) purposes. 
 
Classified employees are initially appointed in accordance with Civil Service regulations. In 
many instances, these appointments are made from a competitive Civil Service Certified List 
of Eligibles. All such appointments are recommended by the department seeking the 
employee, through normal channels with final approval granted by the State Department of 
Civil Service. 
 
Probational Appointment 
 
A probational appointment of an employee is a period of time for the employee‟s work to be 
observed to determine whether or not the employee will make a satisfactory or 
unsatisfactory employee. An employee whose work performance does not meet the required 
standards may be removed from his position at any time before the expiration of his 
probationary period, in accordance with Civil Service Rules. An employee who successfully 
completes the probationary period will become a permanent employee upon certification by 
the appointing authority. A probationary period lasts no less than six months or more than 
twenty-four months. 
 
Provisional Appointment 
 
A qualified applicant may be provisionally appointed to a permanent position whenever the 
Department of Civil Service is unable to furnish the appointing authority of an agency a 
certificate containing the names of five or more eligible applicants. A provisional appointee 
must meet the minimum qualification requirements for the position in which he is hired. 
Whenever an adequate list is established for the class and the provisional employee is not 
on the list or is not within reach for appointment because of a low grade on his examination, 
his employment must be terminated. If an employee is appointed on a provisional basis, 
they should take the appropriate Civil Service examination at the first available opportunity. 
 
Noncompetitive Reemployment 
 
A former permanent employee who has been separated form the classified service may, 
within ten years from separation, be noncompetitively reemployed in any job for which he is 
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qualified and which has the same or lower maximum salary as the current maximum for the 
job in which he had permanent status.  Further, if the job in which an employee or former 
employee held permanent status undergoes a change in title, other than an upward 
reallocation of the position after the employee separated from it, or undergoes a change in 
minimum qualification requirements, he shall not lose his reemployment eligibility for such 
position or lower position in the same job series, if such exists, except where the 
qualification lacking is one required by law or under a recognized accreditation program.  In 
this case eligibility remains, even if the maximum pay has moved upward.  Further, he shall 
be eligible to be reemployed in any other job at the same or lower current maximum pay as 
the job to which his position changed in title, provided he meets the minimum qualification 
requirements. 
 
All former employees who are noncompetitively reemployed must serve a probationary 
period for up to one year from the date of reemployment before they acquire permanent 
status (Rule 9.1.a.3). Upon reemployment, the former employee earns sick and annual 
leave based on his former State service.  Subject to the provisions of Rule 11.19, when a 
former employee is reemployed with permanent or probationary status within 5 years of his 
separation, all accrued annual and sick leave that was cancelled upon separation shall be 
recredited to him; provided, that the privileges of Rule 11.18(b) shall not extend to an 
employee whose last separation was by dismissal or resignation to avoid dismissal. 
 
The pay of an employee reentering the classified service, other than one being restored to 
duty following military service, may be fixed at any rate in the range that does not exceed 
the highest salary he previously earned while serving with permanent status in a classified 
position other than detail to special duty. If the range for the job has been adjusted and the 
range minimum is higher than his former salary, he will enter at range minimum. If the 
former salary is higher than the range maximum, his pay rate shall be set no higher than the 
range maximum. 
 

Job Appointment 
 
A job appointment is temporary in nature and may not exceed one year. Employees serving 
on a job appointment must meet the minimum qualifications for the position in which he is 
hired. Job appointees may be separated by the appointing authority at any time, Employees 
serving on this type of appointment earn annual, sick leave and are paid for holidays. Other 
benefits are also available. 
 

Classified When Actually Employed Appointment 
 
(a) A classified WAE appointment is a temporary appointment of an employee to fill a 
position in the classified service for a limited period of time and hours in order to address 
filling the position in a regular manner, or to address an emergency or work overload 
situation. An appointing authority may use a classified WAE appointment to fill a position 
when the hours worked do not exceed 1245 hours during a twelve (12) month period. For 
rational business reasons, an appointing authority may request to exceed 1245 hours during 
the twelve month period. The Commission may approve such requests or delegate approval 
authority to the Director. The appointing authority may terminate the classified WAE 
appointment at any time. 
(b) The Director may issue policy standards for the use of classified WAE appointments. 
(c) The Commission or Director may, at any time, cancel a classified WAE appointment 
and/or withdraw an agency‟s authority to make such appointments. 
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(d) Classified WAE appointees must meet the minimum qualifications for the job. 
(e) This rule is subject to Rules 17.20(b)4 and 17.25 concerning layoff related actions. 
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POSITION CHANGES 
 
Promotion 
 
A promotion results in a change of a permanent employee from a position of one class to a 
position of another class for which a higher maximum rate of pay is provided in the pay plan 
without change in status. No new probationary period is involved. If an employee currently 
occupies a position in a particular class, he may be noncompetitively promoted to any other 
position in the same class without retesting. If the employee is being promoted from outside 
the class, then he must pass a test currently in use for at least one position in that class. If 
the employee has passed a test for any position in that class, he may be noncompetitively 
promoted to any other position in the same class without retesting. However, the test 
passed must be one currently in use, not an obsolete test. 
 
All position openings at the University, both classified and non-classified, are posted on the 
University‟s web site (www.gram.edu).  

 
Any employee who meets the qualification requirements established for the vacant position 
and has taken the appropriate Civil Service exam, if necessary, should contact the 
appropriate department head and make arrangements for an interview if he is interested in 
being considered for the vacancy. 
 

The length of service, experience, and educational background, along with such personal 
qualities as dedication, habits and conduct, observance of rules, attendance, etc., are points 
of consideration in the promotion of an employee. An employee will not be promoted to a 
higher classification based on years of service alone. 
 
Upon promotion, an employee shall receive a 7% increase for one pay grade change, a 
10.5% increase for a two grade change and a 14% increase for a three or more pay grade 
change or his pay will be brought to the minimum of the new pay grade whichever is the 
greater amount. 
 

Reallocation 
 
An appeal for a change in the official allocation of a position may be made by the employee 
assigned to a position or by the University. If the duties of your position change significantly 
or if additional duties are added to your position through changes in the organization and 
distribution of work assignments and responsibility, your position may require a change of its 
allocation. The reallocation of a position from one class to another is determined by the 
Department of Civil Service. Before the appeal is forwarded to the Director of Civil Service, 
the appointing authority has the responsibility of determining if the appeal is an employee 
appeal or an agency appeal. Forms to request reallocation of a position may be obtained in 
the Human Resources Department. 
 
Transfer 
 
Transfer means the changing of an employee from a position in one department/agency to a 
position in another department/agency without a break in service of one or more working 
days. The University will re-employ individuals with prior state service on a non-competitive 
reemployment basis in accordance with Civil Service Rules. Classified employees who are 
reemployed without a break in service may serve a probationary period. This policy requires 

http://www.gram.edu/
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permanent state employees at other state agencies to resign their position prior to being re-
employed at Grambling State University. 
 
Demotion 
 
The demotion of an employee may result from inefficiency, from the employee‟s own 
request, or from other causes. When an employee voluntarily takes a demotion from a 
higher classification to a lower classification, his rate of pay will be determined in 
accordance with Civil Service Rule 6.10. 
 
Reassignment 
 
An appointing authority may, with approval of the Director of Civil Service, re-assign within 
the same agency any probationary or permanent employee from one position in a class to 
another position in a different class for which he is qualified and which has the same 
minimum entrance rate of pay. 
 
Detail to Special Duty 
 
Whenever there is a temporary need for the services of an employee in a position other than 
to which he is regularly assigned, he may be detailed to perform the duties of the position. 
This action is generally used to fill a position important to the University‟s operations until a 
regular replacement can be found or to fill a temporary vacancy until the regular employee 
returns. 
 
The employee who is detailed into another job will receive a rate of pay equal to at least the 
minimum rate in the classification to which he is detailed. The detail must be approved by 
the Department of Civil Service, if it exceeds thirty days. 
 
PAY INCREASES 
 
When a new employee (including a restricted employee) has been continuously employed 
without a break in service for six months and attains permanent status, (if applicable) he 
becomes eligible for a regular merit pay increase.  At the end of each 12-month period of 
continuous employment thereafter, he becomes eligible for one additional regular merit 
increase until the maximum pay of that classification is reached. 
 
A merit increase is not intended to be automatic but must be merited by performance on the 
job. The Civil Service Rules do not in any way require the granting of a merit increase to any 
employee. Before you can receive a merit increase, it must be recommended by your 
supervisor. 
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EMPLOYMENT POLICIES 
 
UNIVERSITY AFFIRMATIVE ACTION STATEMENT 
 
Grambling State University assures equal opportunity for all qualified persons without regard 
to race, color, religion, sex, age, national origin, handicap, veteran‟s status, or any other 
non-merit factors in the admission to, participation in, and employment in the programs and 
activities which the University operates. 
 
The University has formally endorsed equal employment opportunity (EEO) through the 
development of an Affirmative Action Plan. The University EEO policy insures that all 
applicants receive fair consideration for employment and that employees are treated fairly. 
Such action includes, but is not limited: to employment, promotion or up-grading, demotion 
or transfer, recruitment or recruitment advertising, internal posting, layoff or termination, 
rates of pay or other forms of compensation; and selection for training. Fair treatment of 
employees also includes the avoidance of sexual harassment, which has been specifically 
addressed in a policy memorandum from the Office of the President. 
 
The President has established the policy that all employment practices will be supervised on 
a continuous basis to assure that all administrators, deans, directors, department heads, 
and other budget unit heads take positive action in complying with the goals of equal 
employment opportunity. 
 
 
UNIVERSITY POLICY ON DRUG-FREE WORKPLACE ACT OF 1988 
 
In order to ensure compliance with the Drug-Free Workplace Act of 1988, employees are 
urged to give immediate attention to the following statement of policy on the prohibition of 
unlawful controlled substances and the penalties for violation of this policy. 
 

“The unlawful manufacture, distribution, dispensation, possession, 
consumption, or use of a controlled substance is prohibited while on property 
owned or leased by the University. Employees are prohibited from reporting 
to work under the influence of nonprescribed controlled substances. 

 
Failure to adhere to this policy may result in disciplinary action, up to, 

and including termination.” 
 
At Grambling State University, we are concerned with the well-being of students, faculty and 
staff; with the successful accomplishment of our mission and goals; and with the need to 
maintain employee productivity. We are committed to achieving a drug-free workplace 
through demonstrating to employees who are drug users and potential drug users that illegal 
drugs will not be tolerated in this workplace. At the same time, we conditionally support the 
efforts of employee drug users who voluntarily seek rehabilitation through our Employee 
Assistance Program. 
 
Supervisors are charged with the responsibility of making each and every person under their 
supervision aware of the foregoing policy statement. Supervisors are further charged to be 
alert to any possible violation of this policy and to take the appropriate steps to enforce it 
within their area and the larger campus community. 
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UNIVERSITY POLICY ON DRUG-FREE WORKPLACE ACT OF 1988 (CONT.) 
 
To educate employees on the dangers of drug abuse, the University has established a drug-
free awareness program. Periodically, employees will be required to attend training sessions 
at which the dangers of drug abuse, GSU policy regarding drugs, the availability of 
counseling, and the Employee Assistance Program will be discussed (see Table of 
Contents). Employees convicted of controlled substance-related violations in the workplace 
(including pleas of nolo contendere, i.e., no contest) must inform the University within five 
days of such conviction of pleas. Employees who violate any aspect of this policy may be 
subject to disciplinary action up to and including termination. 
 
 

SEXUAL HARASSMENT POLICY 
 
The policy of Grambling State University always has been that all employees should be 
able to enjoy a work environment free from all forms of discrimination, including sexual 
harassment. 
 
Sexual harassment is a form of misconduct which undermines the integrity of the 
employment relationship. No employee - either male or female - should be subjected to 
unsolicited and unwelcome sexual overtures or conduct, either verbal or physical. 
 
Sexual harassment does not refer to occasional complements of a socially acceptable 
nature. It refers to behavior which is not welcome, is unwanted, is personally offensive, and 
debilitating. Such behavior creates an intimidating, hostile or offensive working environment 
which interferes with work effectiveness. 
 
Such conduct, whether committed by supervisors or nonsupervisory personnel, is 
specifically prohibited. This includes, but is not limited to repeated offensive sexual flirtation, 
advances, or propositions; continued or repeated verbal abuse of a sexual nature, graphic 
or degrading verbal comments about an individual or his or her appearance, the display of 
sexually suggestive objects or pictures; or any offensive or abusive physical conduct. 
 
In addition, no one should imply or threaten that an applicant‟s or employee‟s cooperation of 
a sexual nature (or refusal thereof) will have any effect on the individual‟s employment, 
assignment, compensation, advancement, career development, or any other condition of 
employment. 
 
Any questions regarding either this policy or a specific factual situation should be addressed 
to the appropriate supervisor or to the Equal Employment Opportunity (EEO) Officer. 
 
 
SEXUAL HARASSMENT COMPLAINT PROCEDURES 
 
1. Any person who feels he or she has been the victim of sexual harassment should 

contact the Equal Employment Opportunity (EEO) Officer; Long-Jones Hall, Room 
148,  Phone Number (318) 274-6118. To file a claim, a written and signed statement 
of the complaint must be submitted to the EEO Officer by the complaining party so 
an investigation can proceed into the matter. The written complaint should include 
the following information: 
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SEXUAL HARASSMENT COMPLAINT PROCEDURES (CONT.) 
 

 a. the date of complaint, 
 

b. the identification of the complainant 
 

c. the date(s) of the alleged sexual harassment, and 
 

d. identification of the party or parties and the actions complained of, including all 
relevant background facts and circumstances. 

 
2. Upon receipt of the written complaint, the authorized University official will contact 

the person who allegedly engaged in the sexual harassment and inform him or her of 
the basis of the complaint and provide him or her the opportunity to respond. 

 
3. Upon receipt of the response, the appropriate University official will determine 

whether there is probable cause to warrant further investigation. 
 
4. If it is determined that further investigation is warranted, the case will be referred to 

the appropriate administrator or authorized body for prompt and corrective action. 
 
5. If it is determined that sexual harassment has occurred, appropriate disciplinary 

action up to and including discharge may be taken. The severity of the discipline will 
be determined by the severity and/or frequency of the offense and will be 
administered by the Appointing Authority. 
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GRAMBLING STATE UNIVERSITY  

INFORMAL SEXUAL HARASSMENT/RETALIATION COMPLAINT FORM  
 

 

I, ________________________________________, do wish to bring an 

informal complaint of sexual harassment/retaliation against 

_________________________ for the following reason(s): 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________  

_____________________________________________________________  

_____________________________________________________________  

_____________________________________________________________  

_____________________________________________________________  

_____________________________________________________________.  

 

I agree to have a university official(s) review and informally investigate the 

above statement(s).  
 

 

__________________________     ___________________  

Complainant Signature       Date  

 

 

___________________________     ___________________  

University Official Signature      Date  
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GRAMBLING STATE UNIVERSITY FORMAL SEXUAL 

HARASSMENT/RETALIATION COMPLAINT FORM 
 
 
 
Date: _____________________________  
 
Name, Title & Department/Unit of Person receiving complaint:  
 
_________________________________________________________________________  
 
Name of & Department/Unit of Person filing the complainant  
 
_________________________________________________________________________  
 
Student_____ Faculty______ Staff_____  
 
A. Name, Title, & Department/Unit of Person(s) harassed/ retaliated against you? 
__________________________________________________________________________  
 
B. How did harassment/retaliation take place? _____________________________________ 
 
__________________________________________________________________________ 
 
 __________________________________________________________________________  
 
C. Where? __________________________________________________________________ 
 
D. When? (Date and approx. time) _______________________________________________ 
 
E. If more than once, how often? ________________________________________________  
 
F. What was your reaction/response? _____________________________________________ 
 
___________________________________________________________________________  
 
G. Witnesses? If so, who? ______________________________________________________ 
 
____________________________________________________________________________ 
 
H. What is your current relationship with the alleged harasser? Past, Present, etc. 
____________________________________________________________________________  
 
I.  Has the alleged harasser informed you or suggested that negative consequences would 
occur if you reported the harassment/retaliation? If so, explain. 
 
 ____________________________________________________________________________  
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J. Whom, if anyone, did you tell? ________________________________________________  
 
K. When? __________________________________________________________________  
 
L. Where? __________________________________________________________________  
 
M. What did you tell her/him? ___________________________________________________  
 
___________________________________________________________________________  
 
___________________________________________________________________________  
 
N. What was her/his response? __________________________________________________  
 
____________________________________________________________________________  
 
____________________________________________________________________________  
 
O. Do you think there might be other complainants? __________________________________  
 
P. Do you think you did anything to encourage the harasser? If yes, explain. 
____________________________________________________________________________  
 
____________________________________________________________________________  
 
____________________________________________________________________________  
 
Q. Do you think the harasser misinterpreted any of your actions? ________________________  

If so, describe the actions?  
____________________________________________________________________________  
 
____________________________________________________________________________  
 
R. What relief are you seeking? __________________________________________________  
 
____________________________________________________________________________  

 
 
My signature below indicates my willingness to have this complaint investigated.  
 
 
 
________________________________________   __________________  
Signature         Date  
 
________________________________________   ___________________  
University Official Signature       Date  
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OUTSIDE EMPLOYMENT OF UNIVERSITY EMPLOYEES 
 
The University of Louisiana Systems policy, outlined below, relates to employment directly 
undertaken by employees of system institutions (such as Grambling State University) with 
outside employers or to self-employment (including consulting) and does not relate to 
employment in which arrangements are made officially through the institution by contract with or 
grants to the institution. For additional information/clarification, contact the Office of Human 
Resources. 
 
Statement of Policy on Outside Employment 
 
A member of the faculty or staff may engage in outside activities, paid or unpaid, which do not 
conflict, delay or in any manner interfere with instructional, scholarly, and/or other services he 
must render in the nature of his college or university employment. A full-time member of the 
faculty or staff who is presently engaged, or who plans to engage, in such activities outside of 
his broad institutional responsibilities, during any period of full-time employment by the 
institution, shall report to the chairman or head of his department in writing the nature and extent 
of such activities, and the amount of time the work will require. In all such instances, the 
department head or chairman shall forward the report to the employee‟s administrative superior 
who will make a complete disclosure of these facts to the campus head or his designee. A 
similar procedure shall be followed by deans in reporting to their vice-presidents and by vice-
presidents in reporting to their president. No full-time member of the faculty or staff shall engage 
in such outside employment (or continue such employment if already so engaged) without the 
written approval of the department head and dean. In the event that either the department head 
or the dean believes that such outside employment involves, or may involve, a matter of public 
interest or interfere with duties to the institution, the matter shall be referred through the 
appropriate channels to the president of the college or university or his designee for approval. It 
is the responsibility of the employee to make clear to any outside employer that in accepting 
such employment, he does so as an individual independent of his capacity as a member of the 
staff of the college or university. This might best be accomplished by providing with oral 
testimony or written reports a statement to the effect that the views expressed are those of the 
employee and do not necessarily reflect the views of the institution. In no case should the 
individual concerned use the name of the institution or his college or university title officially, or 
in any way, in support of any position he may take. The institution recognizes the fact that a 
person qualifies as an expert because of his training and experience. Therefore, biographical 
data, including a statement of employment by the college or university, may be included as 
introductory material to written reports (but not incorporated in the body of the written report) by 
the outside employer, or orally in the case of expert witness, by way of establishing the writer a 
qualified expert. Institutional resources shall not be used for personal gain. No college or 
university personnel, laboratories services or equipment are to be used without administrative 
authorization in connection with outside employment of college or university employees. 
 
Employees should become familiar with the components of the following policy regarding 
reporting procedures and sanctions rendered against those found to be in violation of the policy. 
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Policy #   53028                 
 

 

OUTSIDE/DUAL EMPLOYMENT OF UNIVERSITY EMPLOYEES 

 
Effective Date:  March 1, 1995    Revised Date:  January 15, 2008 

Responsible Office:  Human Resources 

Division:  Finance 

 
 

I. PURPOSE/OBJECTIVE 

 

To establish guidelines to ensure University compliance with Louisiana Revised Statute 

42:1101 and University of Louisiana System Policy FS-III.VII.-1 for outside employment 

and Louisiana Revised Statute 42:61 concerning dual employment.  Further, to ensure 

University compliance with the provisions of the Louisiana Code of Governmental 

Ethics. 

 

II. STATEMENT OF POLICY  

 

Grambling State University recognizes that certain outside employment activities are of 

benefit to the institution, to the private sector, and to individual employees.  Although the 

University recognizes the right of employees to engage in outside employment, 

employees have the following obligations to the University:  

 

A. All full-time employees of the University including, faculty, other academic 

personnel, classified and unclassified employees, and temporary full-time employees 

are required to abide by the policies established by the University, the University of 

Louisiana System, and State of Louisiana.   

 

B. A University employee is considered to have outside/dual employment when he/she 

has external activities either paid or unpaid including self-employment such as 

consulting.  Outside employment does not include grants or contracts or extra 

services appointments held officially through the University.  

 

C. Outside employment should not conflict, delay, or in any manner interfere with the 

employee‟s University role. 

 

D. A University employee should obtain written approval for outside/dual employment 

from his/her Department Head or Dean prior to beginning the employment.  

Department Heads and Deans should determine that the outside/dual employment in 

no way interferes with the employee‟s University role.  Should the Department Head 

or Dean determine that the outside/dual employment does present a conflict with the 

employee‟s University role, the situation should be referred to the appropriate Vice 

President for further consideration. 
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E. University employees with outside employment should clearly represent to their 

employer that he/she acts in an individual independent capacity and in no way 

represents the University.  In no case may an employee use the name of the 

University, University logo, or his/her University affiliation, title, or address officially 

or in any other way in support of any position he/she may take.  

 

F. No University personnel, laboratories, services, or equipment may be used without 

prior administrative authorization in connection with outside/dual employment of 

University employees. 

 

III. REPORTING REQUIREMENTS 
 

A. Annually, all full-time University employees must complete the Disclosure of 

Outside/Dual Employment form indicating whether he/she has external activities.   

 

B. If the University employee has external activities, their Department Head or Dean as 

well as the appropriate Vice President must approve the activity by signing the 

Disclosure form. 

 

C. Should a University employee accept outside/dual employment during the year, the 

employee is required to complete the Disclosure of Outside/Dual Employment form 

at that time. 

 

D. Finally, the University President or designated administrative officer shall prepare 

and maintain an information report listing all outside/dual employment with 

approvals by him/her that are currently in place under the policy and any other details 

which may be requested.  

 

IV. NON-COMPLIANCE SANCTIONS 
 

It is the individual responsibility of each full-time University employee to annually          

complete the Disclosure of Outside/Dual Employment form.  Failure to comply may 

result in disciplinary actions. 
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GRAMBLING STATE UNIVERSITY 
Disclosure of Outside/Dual Employment/ 

Self-Employment 
 

In accordance with Louisiana Revised Statutes and policies of the University of Louisiana System, each 

full-time employee of Grambling State University must report any outside or dual employment for which 

a salary, retainer, fee, or other form of remuneration is paid. A separate disclosure form is required for 

each outside employment activity reported. Should an additional outside employment activity be initiated 

subsequent to the annual disclosure date, a separate form must be submitted at that time. If no outside 

employment, fill in your name, department and title; check the appropriate box, sign and date the form; 

and return to the Office of Human Resources at Campus Box 4261. If you DO have outside or dual 

employment, complete items 1 through 5 in addition to the items mentioned in the previous sentence and 

forward the completed form to your department head. 

 

Employee Disclosure: 
 

NAME:  ______________________________________________________________________ 
(Please type or print the following information & sign on the last page) 

 

DEPARTMENT:  ____________________________ JOB TITLE: _______________________ 

 

_______I do NOT have outside employment.  _______I DO have outside employment. 

_______I AM self-employed. 

 

Name and address of outside employer or business:  ___________________________________ 

 

_____________________________________________________________________________ 

 

Time Commitment     Inclusive Dates 

Required: ______________________________ of Activity:  _________________________ 
  (Hours per day/days of week)  (Effective date of outside employment thru 6/30) 

 

 

1. Describe the nature of the outside/self-employment:  _________________________________ 

 

______________________________________________________________________________ 

 

2. Will this outside/self-employment, combined with any other outside/self-employment 

previously approved, prevent or infringe upon the performance or regularly assigned full-time 

duties? 

__________ YES   ___________ NO 

 

If yes, please explain:  _________________________________________________________ 
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3. Will this outside/self-employment entail the utilization of University facilities, equipment, 

materials, or involve other University employees or students? ______ YES ______ NO 

 

If yes, please explain: _________________________________________________________ 

 

4. Will this outside/self-employment involve an entity currently doing or actively seeking to do 

business with your University department or administrative unit?  _______YES  ______NO 

 

If yes, please explain:  _________________________________________________________ 

 

5. Will this outside/self-employment involve any other governmental entity (local, state, and 

federal)?  _______ YES _______ NO 

 

If yes, please explain:  _________________________________________________________ 

 

It is further understood that you have familiarized yourself with the provisions of Louisiana 

Revised Statutes 42:1101 et seq. relative to outside employment, Louisiana Revised Statutes 

42:61 et seq. relative to dual office holding and the University Policy/Procedure on Outside 

Employment of University Employees of Grambling State University. Copies of these 

documents are available for review in the University Library, the Human Resources Office, 

the Office of Internal Audit, or on the University‟s web page. Copies of the Board policies 

and procedures related to outside employment may be found at www.uls.state.la.us. 

 

Employee 

Signature: ________________________________________  Date:  ______________________ 

 

Department Head  _________________________________   Date:  ______________________ 

 

Recommend approval:  _______________________   Disapproval:  ________________ 

 

Comments:  ___________________________________________________________________ 

 

Dean:  __________________________________________    Date:  ______________________ 

 

Recommend approval:  _______________________   Disapproval:  _________________ 

 

Comments:  ___________________________________________________________________ 

 

Vice President:  ___________________________________    Date:  ______________________ 

 

Recommend approval:  _______________________   Disapproval:  _________________ 

 

Comments:  ___________________________________________________________________ 

 

Forward to the Office of Human Resources. 
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STATE OF LOUISIANA DUAL EMPLOYMENT LAW 
LA R.S. 42:63 

    Prohibitions 
    
A.   No person holding an elective office, appointive office, or employment in any of the 

branches of state government or of a political subdivision thereof shall at the same time 
hold another elective office, appointive office, or employment in the government of a 
foreign country, in the government of the United States or in the government of another 
state. However, a person holding employment in the government of the United States 
and at the same time holding an appointive office in a political subdivision of the state 
shall not be in violation of this Subsection, unless the particular nature of his 
employment in combination with the duties and interests of his appointive office in a 
political subdivision of this state is otherwise prohibited by this Part or is found to be 
adverse to the public interest as set forth in R.S. 42:61. 

 
B. Except as otherwise provided by the Louisiana constitution, no person holding office or 

employment in one branch of state government shall at the same time hold another 
office or employment in any other branch of the state government. 

 
C. No person holding an elective office in the government of this state shall at the same 

time hold another elective office, a full-time appointive office or employment in the 
government of this state or in the government of a political subdivision thereof. 

 
D. No person holding an elective office in a political subdivision of this state shall at the 

same time hold another elective office or full-time appointive office in the government of 
this state or in the government of a political subdivision thereof. No such person shall 
hold at the same time employment in the government of this state, or in the same 
political subdivision in which he holds an elective office. In addition, no sheriff, assessor   
or clerk of court shall hold any office or employment under a parish governing authority 
or school board or hold any office or employment thereof. 

 
E. No person holding a full-time appointive office or full-time employment in the 

government of this state or of a political subdivision thereof shall at the same time hold 
another full-time appointive office or full-time employment in the government of the state 
of Louisiana, in the government of a political subdivision thereof, or in a combination of 
these. 

 
F. No person holding an elective office in any branch of state government shall contract, on 

a full-time basis, to provide health or health-related services for any agency of state 
government. No person engaged in a contract on a full-time basis with any agency of 
state government to provide health or health-related services shall hold an elective office 
in any branch of state government. 

 
R.S. 42:61 Dual full-time employment 
 

A person may not hold two full-time appointive or employment positions in state or local 
government, but anything less would generally be permissible.  
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R.S. 42:66 Exemptions 
 

B. Nothing in this Part shall be construed to prevent a school teacher or person 
employed in a professional educational capacity in a grade school, high school, other 
educational institution, parish or city school board from holding at the same time an 
elective or appointive office. 

 
For more information, see the LA Revised Statutes.  Copies are also available in the A. C. Lewis 
Memorial Library. 

http://www.legis.state.la.us/lss/lss.asp?folder=75
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FAMILY AND MEDICAL LEAVE ACT OF 1993 
 
I. PURPOSE/OBJECTIVE - To provide a uniform procedure to comply with the provisions 

of the Family Medical Leave Act (FMLA). 
 

II. STATEMENT OF POLICY: Grambling State University employees who have been 

employed for at least twelve (12) months and have actually worked at least 1,250 hours 
in the preceding twelve (12) month period, shall be eligible to take up to twelve (12) 
weeks a year (a 12-month consecutive period beginning with an employee‟s first usage 
of FMLA leave) of unpaid, job-protected leave for certain family and medical reasons 
(which shall be referred to as “qualifying events”). No part of this leave may be carried 
over from one usage year to the next. Furthermore, the employee may elect or the 
University may require that paid leave be substituted for unpaid leave. 

 
When an employee has accumulated unused sick, annual and/or nonpayable 
compensatory leave and requires leave for the employee‟s own medical condition, the 
employee shall take the paid leave prior to going on unpaid leave. When an employee 
has accumulated unused annual and/or nonpayable compensatory leave and requires 
leave for a qualifying event other than personal illness, the employee shall take the paid 
leave. Additionally, an employee may voluntarily elect to use accumulated payable 
compensatory leave for any qualifying event. 

 
A. Eligible Employees - Employees who have been employed for at least twelve 

(12) months and have actually worked 1,250 hours in the preceding twelve 
month period are eligible for FMLA. This applies to all employee groups (regular, 
temporary, part-time). 

 
B. Qualifying Events - An “eligible” employee may receive leave for one or more of 

the following reasons; 
 

1. For the birth of a child and/or to care for the child within twelve (12) 
months of the birth. 

 
2. For placement of a child through adoption or through a foster care 

placement program as long as the leave is taken within 12 months after 
adoption or placement. 

 
3. For the care of the following persons if they have a serious health 

condition; 
 

(a) an employee‟s spouse (wife or husband) 
(b) a child under eighteen years of age 
(c) a child over eighteen years of age that is incapable of self-care 
(d) a parent, or a person who has stood in as a parent for the 

employee when the employee was a child 
(e) for the care and/or treatment of an employee‟s own serious health 

condition which causes the employee to be unable to perform 
his/her essential duties. 



 

-37- 

FAMILY AND MEDICAL LEAVE ACT OF 1993 (CONT.) 
Spouses who are both employed by the University are jointly 
entitled to an aggregate (combined total) of twelve (12) weeks in a 
year for the birth or placement of a child or for the care of an 
employee‟s own sick parent who had a serious health condition. 
(For care of a spouse or child with a serious health condition, or 
for the employee‟s own serious health condition, each employed 
spouse is entitled to a separate 12-week limit). 

 
C. Advance Notice Requirements 

 
1. Foreseeable Events - Employees are required to provide at east thirty 

(30) days advance notice, unless the “qualifying event” is unforeseeable 
or a medical emergency. 

 
2. Unforeseeable Events or Medical Necessity - When it is impossible or 

impracticable due to medical necessity to provide advance notice, the 
leave will be granted conditionally and verbally based on information 
provided by the employee. However, the employee will still be required to 
provide the appropriate certification within fifteen (15) working days to the 
employer. Such emergency requests shall be revoked should the 
certification not support the reasons originally provided. Should the 
request be revoked, the employee may be required to repay the leave 
and/or health/life insurance premiums, if applicable, and/or may be 
subjected to disciplinary action. 

 
D. Medical Certification - A newly designed form, Family and Medical Leave Act 

(FMLA) of 1993 Certification of Health Care Provider Form (see form that 
follows), shall be completed and certified by employee and physician. This form 
is available in the Department of Human Resources and on the university‟s web 
site and should accompany the employee‟s request for FMLA leave. If possible, 
the form should be submitted thirty (30) days prior to the effective date of leave. 
This form requires the signature of the employee, and the physician/practitioner. 
(For unforeseeable events, see C2). 

 
The University may require a second medical opinion at no cost to the employee. 
If the first and second opinions differ, the University may require a third binding 
medical opinion approved jointly by the University and the employee, at no cost 
to the employee. Periodic recertification by the health care provider may also be 
required. 

 
The University may require a medical statement from the physician/medical 
provider, releasing employee to return to work when he/she has been out due to 
his/her own medical condition. Medical records are protected by Federal law. All 
medical information/documentation supporting the employee‟s FMLA request 
shall be confidentially maintained with the employee‟s FMLA request in the Office 
of Human Resources. 
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FAMILY AND MEDICAL LEAVE ACT OF 1993 (CONT.) 
 
 

E. Intermittent or Reduced Leave - Intermittent leave or a reduced leave schedule 
will only be allowed because of foreseeable medical treatment such as therapy 
treatments, chemotherapy, etc. which is needed by the employee, spouse, child 
or parent. In these cases, the employee must make a reasonable effort to 
schedule the treatment so as not to unduly disrupt the operations of the 
workplace. 

 
If the intermittent or reduced leave is taken by an employee, the University may 
require that the employee be reassigned to an alternate position which better 
accommodates recurring periods of absence or a part-time schedule, provided 
that the position has equivalent pay and benefits. 

 
F. Medical Health Coverage - The University will pay the employer‟s part of the 

medical insurance coverage while the employee is on paid leave and will also 
pay the employer‟s share while the employee is on FMLA without pay. 
Employees on leave without pay should contact the Coordinator of Employee 
Benefits in the Human Resources Office for coverage continuation. 

 
In the event that an employee elects not to return to work upon completion of an 
approved unpaid leave of absence, the employer may recover from the 
employee the cost of any payments made to maintain the employee‟s coverages, 
unless the failure to return to work was for reasons beyond the employee‟s 
control. 

 

G. Unlawful Acts - It is unlawful for any employee of the University to interfere with, 

restrain, or deny the exercise of any right provided under FMLA; or to discharge 
or discriminate against any person for opposing any practice made unlawful by 
FMLA or for involvement in any proceeding under or relating to FMLA. 

 

Any employee who believes that he/she has been denied a right granted under 

FMLA should contact the Office of Human Resources, Room 148 or 151 of Long-
Jones Hall.   
 

H. Return From Leave/Benefits - Upon return from FMLA leave, employees will 
not lose any employment benefit that accrued prior to the start of an employee‟s 
leave.   

 
I. Tracking of FMLA Leave - The Office of Human Resources will be responsible 

for tracking the twelve (12) weeks of FMLA leave for each eligible employee. 
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Employee‟s Name:  

       

Patient‟s Name is different from the Employee 

      

If the patient meets the criteria of a “serious health condition” please indicate by checking one of the 

following.  (Note please see definition of a serious health condition) 

 

     Hospital Care 

 

     Absence Plus Treatment 

 

     Pregnancy or Prenatal Care 

 

     Chronic Condition 

 

     Permanent/Long-Term Condition Requiring Medical Supervision 

 

     Multiple Treatments (non-chronic condition) 

 

    None of the above (specify): 

 

    ________________________________________________________________________________ 

    ________________________________________________________________________________ 

    ________________________________________________________________________________ 

 

 

 

Describe the medical facts which support your certification, including a brief statement as to how the 

medical facts meet the criteria of one of these categories: 

 

  _________________________________________________________________________________ 

  _________________________________________________________________________________ 

  _________________________________________________________________________________    

  _________________________________________________________________________________ 

 

  

Approximate date the condition commenced 

 

  _____________________________________ 

Probable duration of condition: 

 

 _______________________________________ 

 

Family and Medical Leave Act (FMLA) of 1993 

Certification of Health Care Provider 
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Probable duration of patient‟s present incapacity
1 

(if different from duration of condition) 

Will it be necessary for employee to work intermittently or on less than a full schedule as a result of the 

condition? 

 

      yes                         no 

 

If yes, please give probable duration of need for intermittent or part-time work. 

 

  _________________________________________________________________________________ 

If the condition is a chronic condition or pregnancy, is the patient presently incapacitated? 

 

  _________________________________________________________________________________ 

Likely frequency of episodes of incapacity
1
. 

 

  _________________________________________________________________________________ 

Likely duration of episodes of incapacity
1
. 

 

__________________________________________________________________________________ 

If additional treatments will be required for the condition, provide an estimate of the probable number of 

such treatments 

 

 __________________________________________________________________________________ 

 

If the patient will be absent from work or other daily activities because of treatment on an intermittent or 

part-time basis: 

(1) provide and estimate of the probable number and interval between such treatments 

(2) provide actual or estimated dates of treatment (if known) 

(3) provide period required for recovery (if any) 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 
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If any of these treatments will be provided by another provider of health services (e.g., physical therapist) 

please state the nature of the treatments. 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

If a regimen of continuing treatment by the patient is required under your supervision, provide a general 

description of such regimen, (e.g. prescription drugs, physical therapy requiring special equipment): 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

If medical leave is required for the employee‟s absence from work because of the employee‟s own 

condition (including absences due to pregnancy or a chronic condition), is the employee unable to 

perform work of any kind. 

 

      yes                         no 

 

If able to perform some work, is the employee unable to perform any one or more of the essential 

functions of the employee‟s job (the employee or the employer should supply you with information about 

the essential job functions)?  

 

      yes              no 

 

If yes, please list the essential functions the employee is unable to perform: 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 

If neither of the above applies, is it necessary for the employee to be absent from work for treatment? 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

If leave is required to care for a family member of the employee with a serious health condition, does the 

patient require assistance for: (check all that apply)  

  basic medical  

  personal needs  

  transportation 

If no, would the employee‟s presence to provide psychological comfort be beneficial to the patient or 

assist in the patient‟s recovery? 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 
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If the patient will need care only intermittently or on a part-time basis, please indicate the probable 

duration of the need: 

 ____________________________________________________________________________ 

 __________________________________________________________________________________ 

 

 

 

 

________________________________________ 

Signature of Authorized Health Care Provider 

 

 

______________________________________ 

Date 

Type of Practice Phone Number 

Address 

 

 

 

To be completed by the employee needing FMLA leave to care for a family member: 

State the care you will provide and an estimate of the period during which care will be provided.  Include 

a schedule if leave is to be taken intermittently or if it will be necessary for you to work less than a full 

schedule. 

 

 

 

 

 

 

 

 

Employee‟s Signature 

 

 

Date 
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Definition of Serious Health Condition 
 

A “Serious Health Condition” means an illness, injury impairment, or physical or mental 

condition that involves one of the following: 

 

1. Hospital Care – Impatient care (i.e., an overnight stay) in a hospital, hospice, or 

residential medical care facility, including any period of incapacity
1 

or subsequent 

treatment in connection with or consequent to such impatient care. 

 

2. Absence Plus Treatment – A period of incapacity
1
 of more than three consecutive 

calendar days (including any subsequent treatment or period of incapacity
1
 relating to 

the same condition), that also involves: 

 

a) Treatment
2
 two or more times by a health care provider, by a nurse or 

physician‟s assistant under direct supervision of a health care provider, or by a 

provider of health care services (e.g., physical therapist) under orders of, or on 

referral by, a health care provider; or 

b) Treatment by a health care provider on at least one occasion which results in a 

regimen of continuing treatment
3
 under the supervision of the health care 

provider. 

 

3. Pregnancy – Any period of incapacity
1
 due to pregnancy, or for prenatal care. 

 

4. Chronic Conditions Requiring Treatments – A chronic condition which 

 

a) Requires periodic visits for treatment by a health care provider, or by a nurse 

or physician‟s assistant under direct supervision of a health care provider; 

b) Continues over an extended period of time (including recurring episodes of a 

single underlying condition); and 

c) May cause episodic rather than a continuing period of incapacity
1
 (e.g., 

asthma, diabetes, epilepsy, etc.)  

 

5. Permanent/Long-term Conditions Requiring Supervision – A period of incapacity
1
 

which is permanent or long-term due to a condition for which treatment may not be 

effective.  The employee or family member must be under the continuing supervision 

of, but need not be receiving active treatment by, a health care provider.  Examples 

include Alzheimer‟s, a sever stroke, or the terminal stages of a disease. 

 

6. Multiple Treatments (Non-Chronic Conditions) – Any period of absence to receive 

multiple treatments (including any period of recovery therefrom) by a health care 

provider or by a provider of health care services under orders of, or on referral by, a 

health care provider, either for restorative surgery after an accident or other injury, or 

for a condition that would likely result in period of incapacity
1
 or more than three 

consecutive calendar days in the absence of medical intervention or treatment, such as 
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cancer, chemotherapy, radiation, etc.), severe arthritis (physical therapy), and kidney 

disease (dialysis). 

 

 
 

1) “Incapacity,” for purposes of FMLA, is defined to mean inability to 

work, attend school or perform other regular daily activities due to 

the serious health condition, treatment therefore or recovery 

therefrom. 

 

2) Treatment includes examinations to determine if a serious health 

condition exists and evaluations of the condition.  Treatment does 

not include routine physical examinations, eye examinations or 

dental examinations. 

 

3) A regimen of continuing treatment includes, for example, a course of 

prescription medication (e.g., an antibiotic) or therapy requiring 

special equipment to resolve or alleviate the health condition.  A 

regimen of treatment does not include the taking of over-the-counter 

medications such as aspirin, antihistamines, or salves; or bed-rest, 

drinking fluids, exercise, and other similar activities that can be 

initiated without a visit to a health care provider. 
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UNAUTHORIZED PURCHASES 
 
All purchases shall be made only after an approved Purchase Order has been issued to the 
vendor.  Any deviation from this policy will constitute an unauthorized purchase. 
 
Under no circumstances should one enter into a purchase contract, or obligate the University to 
any indebtedness, prior to the issuance of a Purchase Order to the vendor for the requested 
services or goods. 
 
Persons who make unauthorized purchases may be held personally liable for payment. 
 
Any supervisor, administrator, faculty, staff member or official of Grambling State University who 
purchases goods and services prior to obtaining official approval is subject to disciplinary 
actions. 
 
All goods, except for specialty items, must be officially received in the Receiving Department 
prior to being delivered to their departmental destination(s). Any deviation from this policy will 
constitute an unauthorized receipt. 
 
Under no circumstances should one assume possession of goods from a vendor, or obligate the 
University to any indebtedness, prior to proper delivery and receipt of said goods in the 
University‟s Receiving Department. 
 
Persons who make unauthorized receipts may be held personally liable for payment. 
 
Receipt (and subsequent use) of goods by an employee of Grambling State University without 
adherence to the receiving policy is grounds for disciplinary action. 
 
NEPOTISM 
 
Under certain situations, the Board of Supervisors authorizes the employment of persons from 
the same economic unit or the same immediate family, although a separate economic unit, 
when their individual qualifications are such that they represent the best possible choice for a 
given position, and the position was appropriately advertised. However, such employees may 
not be employed in a situation where one member may have direct administrative responsibility 
for the other. However, no interpretation of this section shall conflict with the Governmental 
Code of Ethics or LA R.S. 42:1119 and any other related statute. 

Definitions 
1. Nepotism – Favoritism in employment or promotion on the basis of family 

relationship rather than on the basis of merit. 
 

2. Favoritism – A display of partiality toward a favored person or group. 
 

3. Immediate Family – Children, spouses of children, brothers and their spouses, 
sisters and their spouses, parents, spouse, and the parents of the spouse. 

 
4. Employment – All University employment relationships including faculty, 

classified and unclassified staff, and students. 

http://www.legis.state.la.us/lss/lss.asp
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SMOKING POLICY 

 

It is the policy of Grambling State University to comply with the statutes of the State of Louisiana 
regarding smoking. The University strives to promote and maintain a healthy academic and 
work environment that is close to tobacco free as practicably possible and in accordance with all 
federal, state and local laws.   

The use of tobacco products is prohibited in all university buildings, vehicles, and leased 
spaces.  This prohibition applies to any area enclosed by the perimeter (outermost) walls of the 
buildings, including restrooms, warehouses, storage spaces, atriums, balconies, stairwells, and 
other similar building features considered “within a building.”   

Violations of university policies and rules may be subject to campus disciplinary review and 
action. 

 
TRAVEL POLICY - USE OF PERSONAL VEHICLES/TRAVEL EXPENSE VOUCHERS 
 
All employees engaging in official university travel must submit a “Request for Authorization to 
Travel” form (travel request form) approved by all required personnel (10) days prior to the date 
of travel.  For employees incurring no expense, the form is required for risk management 
(insurance) purposes.  Until the form has been processed by the Travel Office and the traveler 
has been notified as such, a travel is not considered approved. 
 
All travel expense vouchers involving the use of University or personal vehicles must be 
processed as authorized on the approved Travel Request. In cases where a University vehicle 
is requested and approved on the Travel Request and is not available to the prospective 
traveler at the time of departure, the prospective traveler may seek authorization to use his/her 
personal vehicle from the Transportation Coordinator. 
 
All travel expense vouchers must be submitted to the Accounting Office within fifteen (15) 
calendar days after returning from the trip. Only those approved travel expense vouchers 
submitted to the Accounting Office within the above-specified time period with the attached 
receipts will be honored by the University. There will be no reimbursement for prior-year 
expenses. 
 
 
CREDIT CARDS FOR ATHLETIC EVENTS 
 
Credit cards (Mastercard and Visa) may be used to purchase athletic event tickets when 
presented by the bondifide cardholder. Credit cards are not acceptable through mail service or 
by telephone. 
 
USE OF CREDIT CARDS (STATE TRAVEL POLICIES & REGULATIONS) 
 
A State-Owned (University) credit card is to be used in State Vehicles Only! Use in privately 
owned vehicles is prohibited.  Usage shall further be limited to:  petroleum products, lubricants 
and emergency minor repairs. 
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Credit cards may be used to purchase gasoline, oil and other automotive supplies only in 
connection with official University travel and when using a University vehicle. The purchase of 
oil and other automotive supplies may be made via state gasoline credit cards only when away 
from official domicile on travel status. 
 
The use of a University credit card for unallowable items may result in immediate termination of 
any University employee found guilty of said violation. 
 
VISITATION POLICY 

 
 Regular visits by children in the workplace are prohibited. Children who occasionally visit the 

campus must be adequately supervised in order to prevent accidents. 
 

VENDOR POLICY 
 
 Any vendor desirous of selling merchandise on the campus of Grambling State University must 

obtain a vendor‟s permit from the Business Services office.  Vendor permits will be issued to sell 
merchandise that is not sold by the University through any of its retail operations. The cost of a 
vendors permit shall be $500 for athletic events and $100 for non-athletic events. All student 
organizations that are officially recognized by the University shall be exempt from this policy. 
The University reserves the right to confiscate any/and all merchandise being sold on the 
University‟s campus without a vendor‟s permit. 

 
  Any exception to this policy must be approved by the Vice President for Finance. 
 
The University reserves the right to reject any and all applications. 

 
VEHICLE REGISTRATION 

 
Vehicle registration from August 15 of one year to August 15 of another year is $25. The cost for 
the Spring or Fall Semester is $18, and $9 for the Summer Session. There is no charge to 
federal, state and other non-university employees.  There is no charge for registering a 
replacement decal when a registered vehicle is sold and a new vehicle is purchased, or for 
replacing the decal, provided the decal on the original vehicle or a copy of your receipt is 
returned to the Office of University Police.  Only one free replacement per year is allowed; 
thereafter, a fee of $4 per replacement will be charged.  Once a registration decal is issued for a 
vehicle, it is the responsibility of the person registering the vehicle to properly display the decal 
immediately on issuance. The vehicle is not officially registered until the decal is properly 
displayed.  All tickets received for “no permit” will be charged to the purchaser’s 
account.  A University employee may not register a vehicle to be operated by a student, other 
than the employee‟s children. Additional information may be secured from the University Police 
Department and the Campus Traffic Handbook. 
 
HEALTH SERVICES 

 
While the University Health Center and other services are maintained for students, it will--in an 
emergency, and if possible--administer first aid as feasible to employees while regular medical 
arrangements are being made. Telephone numbers for University Health Center and University 
Police are (318) 274-2351, 2288 and 274-2222, 3363, 3217, or 3218. 
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PROPERTY INVENTORY 
 
Each person to whom property is assigned shall be liable for payment of damages whenever an 
act of negligence or omission causes any loss, theft, disappearance, damage to, or destruction 
of property in the area of assigned responsibility and such damage may be recoverable in a civil 
suit. 
 
Equipment/Property Transfer Forms should be submitted as required. Unless said forms are 
utilized, property control records will not be correct as required by state and federal regulations. 
Forms are available from the Property Control Office and the University‟s web site. 
 
Property can be loaned to another University Department only when authorized by the Inventory 
Specialist or the Department Head.  When loaning property and for property removed for the 
purposes of repair, the Inventory Specialist should complete an Equipment Transfer Form, 
secure proper signatures, and submit to the Property Control & Receiving Office. 
 
The University Police Department and Property Control & Receiving Office must be notified in 
writing within two working days of any theft of property or knowledge of the theft. 
 
All items valued at $250 and above not reported on the annual physical inventory printout, 
should be reported to the Office of Property Control & Receiving within five (5) working days 
after receipt of the printout or at the time it becomes known to the Department Head. 
 
Under no circumstances shall state/federal property be disposed of without proper authorization 
from the Property Control Office. 
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EMPLOYEE CODES OF CONDUCT 
 
 

The University strives to achieve excellence in all employment related activities.  Certain 
policies and guidelines are necessary for the smooth and efficient operation of the University.   

All members of the University staff are expected to conduct themselves in a professional 
manner. They should respect the privacy and reputation of co-workers and all other persons. 

Professionalism should be practiced among and with all employees, students and the external 
public.  When answering the telephone, the department and the person answering should be 
identified in a calm, patient and polite manner. 

Respect for authority and for one another is basic to the general welfare and to personal dignity.  
To all persons with whom an employee comes in contact, he/she represents the University.  It is 
expected that employees observe reasonable standards of dress and cleanliness.   

A. Standards of Conduct 

1. Employees must be ready to start work at the start of a shift and after lunch or 
rest breaks. 

2. Except in extreme emergencies, employees may not leave their department or 
assigned job during working hours without permission of their immediate 
supervisor. 

3. Theft or unauthorized possession of University property or personal property 
belonging to another individual is prohibited. 

4. Transaction of private or personal business during assigned working hours is 
not permitted. 

5. Outgoing and incoming personal telephone calls shall be kept at a minimum.  
All personal telephone uses resulting in or requiring charges to the University 
are prohibited. 

6. Employees are prohibited from gambling on University premises. 

7. Salespersons may not transact business with employees for personal reasons 
during working hours unless approved by the university (i.e., insurance).  

8. Employees are prohibited from making unauthorized solicitations and/or 
distributions during the work day. 
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9. Tools and equipment shall be kept clean and in safe operating condition and 
must not be intentionally damaged.  Unless properly authorized, tools and 
equipment may not be removed from University premises. 

10. All Health Department regulations shall be strictly observed. 

11. The possession, consumption, and dispensation of drugs and/or alcohol are 
governed as follows: 

a. Employees are prohibited from having in their possession, consuming, 
using, selling, or dispensing drugs and narcotics other than those which 
may be medically prescribed or are obtainable “over the counter”, while on 
property owned or leased by the University. 

b. Employees are prohibited from reporting to work under the influence of 
non-prescribed controlled (illegal) substances. Employees discovered to 
be under the influence of illegal drugs while on University property shall be 
required to leave the premises. 

c. Employees are not permitted to have in their possession, to use or to sell, 
alcoholic beverages while on property owned or leased by the University.  
Employees are not permitted to report to work under the influence of 
alcoholic beverages.  Employees discovered to be under the influence 
while on University property shall be required to leave the premises.  

12. Employees must perform their job duties in a truthful, accurate and thorough 
manner. 

13. Employees shall not use University equipment, property, proprietary 
information, supplies, or University time without proper authorization. 

14. Employees are required to report any defective work/safety issues to 
appropriate supervisory personnel. 

15. Employees shall not damage or destroy University property through 
willfulness or negligence.  The improper use of State property, equipment or 
funds is prohibited. 

16. Employees are required to comply with all appropriate directives and 
assignments from authorized supervisors. Failure to comply constitutes 
insubordination. 

17. Employees are required to accomplish work in a satisfactory and timely 
manner.  

18. Employees are required to follow all established work procedures.  
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19. Employees are not allowed to participate in physical or verbal altercations, 
“horseplay”, use of profanity or abusive language, and threatening or coercive 
behavior. 

20. Employees are required to wear designated safety equipment.  

21. Employees are prohibited from sleeping during work hours.  

22. Employees shall not use undue influence to gain, or attempt to gain, 
promotion, favorable assignment or other individual benefit or advantage.  

23. Employees must obtain and maintain all appropriate current licenses or 
certificates required by law or the University as a condition of employment.  

24. Employees shall not improperly use any type of leave or provide false 
information for any leave taken.  

25. Employees must immediately report to their supervisor any occupational 
injury/illness suffered or witnessed and any occurrences causing damage to 
University property.  

26. Employees shall not commit an act in the University setting detrimental to the 
safety or health of a fellow employee, student or university guest.  

27. Employees shall not possess or use weapons or explosives while on 
University property without proper authorization.  

28. Employees are prohibited from smoking in all University buildings.    

29. Employees are prohibited from sexual harassment which may include, but 
may not be limited to: 

a. sex-oriented verbal teasing or abuse 

b. subtle pressure for sexual activity 

c. physical contact such as patting, pinching, or constant brushing against 
another‟s body, or  

d. outright demand for sexual favors, accompanied by implied or overt 
promise of preferential treatment or threats. 

30. Employees are required to maintain a courteous, cooperative and harmonious 
working relationship with other University employees.  

31. Employees shall refrain from behavior or conduct deemed offensive or 
undesirable.  
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32. Employees shall report to management suspicious, unethical, or illegal 
conduct by fellow employees, students or suppliers.   

33. Employees shall not falsify, or alter any University record or report, such as an 
application for employment, a performance appraisal, a medical report, a 
time/attendance record, an expense account, an absentee report, a 
shipping/receiving record, or security related documents.  

34. Employees shall not use their job for political purposes. Employees may serve 
as a commissioner or an official poll watcher at the polls in any election.  For 
more information on this subject, contact the Office of Human Resources and 
Article X, Section 9 (A) of the Louisiana Constitution. 

35. Employees are required to notify the Human Resources Office within five 5 
working days of conviction of any criminal offense.  

36. Supervisors who fail to report delinquency or misconduct, or fail to take 
appropriate action (based upon the act), are not only evading their 
responsibility, but are also acting contrary to the best interests of the 
University and will be subject to disciplinary action. (Contact Human 
Resources for advisement on responses deemed appropriate for misconduct.) 

37. Employees shall refrain from conduct which is defamatory to the University.  

38. Employees, or someone on their behalf, must call in to report their absence to 
their supervisor or office designee.  Employee should indicate the expected 
number of days for absence.  If absence is longer than previously indicated, 
employee should notify supervisor. Failure to report this absence from work 
may result in leave without pay for the period of time the employee is absent 
and/or disciplinary action.  Immediately upon return to work, an official leave 
form (SF-6) must be completed. Any sick leave in excess of three (3) days 
duration may require a physician‟s certification or other acceptable proof of 
illness. 

39. Employees shall request approval for annual leave prior to it being taken. Any 
leave taken without approval is considered unauthorized leave, for which 
leave without pay is charged. Disciplinary action may also be taken. In an 
emergency situation when a leave request form cannot be completed in 
advance, verbal approval for leave must be given by the immediate 
supervisor. The verbal request must be made by the employee unless again 
an emergency situation prohibits this. Immediately upon return to work, an 
official leave form (SF-6) must be completed. Excessive absences may result 
in dismissal.  

40. Employees (for whom this is applicable) shall not clock in or clock out for 
another employee.  

http://www.legis.state.la.us/lss/newWin.asp?doc=206342
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41. Employees shall not work beyond the regular designated workday unless 
authorized by the supervisor.  

42. Employees must immediately report all missing University property, without 
respect to cost or value, to the immediate supervisor or next level supervisor.  
The supervisor should then report the findings to the University Police 
Department.  Missing personal property should be reported to the University 
Police by the person from whom items were taken. 

43. Employees shall immediately complete/update a “Change of Address” form 
(located on the university‟s web site) and submit it to the Office of Human 
Resources when there is a change of address.  

44. Employees shall not discriminate against any person because of race, color, 
religion, sex, age, national origin, handicap, veteran‟s status, or any other 
non-merit factors during any employment practice, i.e., recruitment, 
appointment, training, promotion, or retention. 

B. Employees are encouraged to discuss the above codes of conduct with their 
supervisors. These codes provide standards, boundaries, and limits by which 
individual behavior can be evaluated. Failure to adhere to these codes may result 
in disciplinary action, up to and including termination. 
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EMPLOYEE DISCIPLINE 
 

This narrative does not represent all conceivable types of offenses but does 
reflect those that occur most frequently. This section explains the general procedures for 
effective disciplinary action and for dismissal of Civil Service employees. 
 
Certain standards of performance and conduct must be maintained in any work group. 
Generally, these standards are recognized and observed by individual members of the work 
group without any need for action by the supervisor. When an employee does not observe these 
standards, counseling or an oral reminder by a supervisor normally results in correction of the 
problem. When an employee does not respond to oral reminders, more formal discipline may be 
necessary. Discipline should be used to correct performance, not punish. It should be fair, firm, 
and consistent.  The immediate supervisor must decide, based upon the circumstances in each 
case, what appropriate discipline should be recommended. No two cases are identical. On the 
other hand, fairness and consistency require that certain general principles of administering 
discipline be followed and that a central office coordinate the due process hearings of university 
employees. The Director of Human Resources is available to discuss the nature of the 
appropriate course of action in a particular case. 
 
AUTHORITY FOR DISCIPLINE 
 
Civil Service Rules in Chapter 12 outline the procedures for taking disciplinary action against 
classified employees. Civil Service Rule 12.1 reads, “Every action authorized by this Chapter 
(Twelve) must be taken by an appointing authority.” The appointing authority for reprimands is 
the University Supervisor. The appointing authority for suspensions, demotions, reassignments 
and terminations is the President. 
 
The responsibility for disciplining Civil Service employees of Grambling State University shall be 
handled in accordance with the following: 
 

(1) Proposed disciplinary actions, excluding reprimands, must be reviewed by the 
Manager of Classified Services. Responsibility to administer these disciplinary 
actions shall be vested in the President or his designated representative(s). 

 
(2) The decision to administer corrective action or disciplinary action shall be 

governed by the nature, extent, seriousness and effect of the act, error or 
omission; the type and frequency of previous violations; the period of time elapsed 
since a prior offensive act, and consideration of mitigating circumstances. 

 
(3) A Due Process Hearing will be conducted by the Director of Human Resources, or 

a designee, for each employee being recommended for suspension, involuntary 
demotion, or termination. 

 
(4) Based upon the information and evidence presented and the individual 

circumstances of the case, the President or his designated representative shall 
approve the appropriate action to be taken. 

 
(5) If a corrective action is administered, the supervisor shall maintain a written record 

including date, time and action taken. This record will be placed in the employee‟s 
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departmental file. The supervisor shall discuss with the employee the 
consequences he/she will face if he/she fails to follow corrective instructions. 

 
(6) If a disciplinary action is imposed, the employee shall be advised in writing of the 

specific details of the offense, the disciplinary action being administered, why it is 
being imposed and, if appropriate, the corrective actions he/she should take and 
the consequences he/she will face for future violations. The action (excluding 
reprimands) shall be entered as an official record in the employee‟s personnel file. 

 
GENERAL GUIDELINES FOR ADMINISTRATION OF DISCIPLINE 
 
General principles that should be followed in administering discipline include: 
 
For repeated, but relatively minor incidents of substandard performance or misconduct, 
discipline should be “progressive.” For example, an employee who is developing a lateness 
problem should first be counseled with concerning the problem. A written record of the date 
and content of such discussion should be kept. If the problem continues, a more formal 
discussion should take place. This discussion should be confirmed by a letter to the employee 
sufficiently detailed to let him know how ho has failed to meet the required standards. The letter 
should contain such essential information as the date, time, and place of the discussion the 
supervisor had with the employee as well as any witnesses present during the discussion. The 
letter must also contain the date, time, and place of the incident of substandard performance or 
misconduct as well as a detailed account of the incident. The name of any employee who 
witnessed the misconduct should also be given in the letter. If an employee continues to fail to 
meet standards in spite of warnings, he will be subject to further disciplinary action. 
 
The number of written warnings or suspensions which should precede termination depend upon 
the circumstances in each case. Such circumstances include the seriousness of the offense or 
substandard performance, any mitigating circumstances, the employee‟s length of service, and 
the length of time since the last incident, Progressive discipline is not used for serious offenses 
such as theft or other gross misconduct. Employees involved in theft or serious misconduct 
detrimental to state service are subject to immediate dismissal. 
 
If an employee is found on the job in a condition that could be considered dangerous to other 
employees or to himself, a supervisor has the authority to send the employee home, instructing 
him to return to work the next day to meet with the appropriate University officials to determine 
the cause of the condition the previous day. Only in emergency cases should a supervisor send 
an employee home. Though the supervisor may send an employee home, this does not give the 
supervisor the authority to dock the employee‟s pay for the period of time he is absent from 
work. Whenever possible, a supervisor should have a witness to verify the facts concerning the 
condition of the employee. If, upon observation of an employee, the supervisor determines that 
the employee is in a condition making him incapable of performing his duties, but not 
considered dangerous to himself or to other employees, the supervisor should immediately 
make an oral and written report of the incident to the next-in-line supervisor. The written report 
should contain the information as stated in the above paragraph regarding written reports. 
 
No permanent employee may be removed or subjected to any disciplinary action, other 
than an emergency suspension, until he has been given oral or written notice of the 
proposed action(s) and reasons supporting the action(s) and a Due Process Hearing to 
respond to the charges. 
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METHODS USED FOR DISCIPLINE 
 
Reprimand - A first-line supervisor as well as other in-line supervisors are delegated the 
authority to issue both oral and written reprimands. 
 
Suspension - A period of time an employee is forced to take off from duty and pay for 
disciplinary reasons.  A suspension shall not exceed 90 calendar days. 
 
Demotion - An employee may he demoted to a position of less responsibility and pay level for 
disciplinary reasons. 
 
Removal - As a last resort, employment with the University may be terminated. 
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ATTENDANCE AND LEAVE 
 

ATTENDANCE AND LEAVE RECORDS 
 
Civil Service Rule 15.2 states, “The appointing authority or his agent designated for this purpose 
shall certify on each payroll or subsidiary documents the fact of actual rendering of service in 
the position the actual number of hours of attendance on duty, and the number of hours absent 
from duty. Each employee shall certify also the fact of the actual rendering of service, the 
number of hours of attendance on duty and the number of hours of absence from duty.” 
 
All Civil Service employees are required to sign their time sheet at the end of each pay period. 
An employee who uses a time clock must punch his own time card. 
 
Grambling State University, an equal opportunity employer, has established a workweek which 
begins at 12:01 am. Saturday and ends at 12:00 p.m. Friday. This workweek is seven (7) 
consecutive 24-hour periods and should be used for computing overtime pay or the 
accumulation of compensatory leave. 
 
 
LEAVE RECORDS 
 
Civil Service Rule 15.5 requires Grambling State University to install and maintain a leave 
record showing, for each employee who holds a position in the Classified Service: (1) annual 
leave earned, used and unused; (2) sick leave earned, used and unused; and (3) compensatory 
leave earned, used and unused as applicable.  Such record shall be documentary evidence to 
support and justify the certification of authorized leave of absence with pay. Standard Form 6 
(SF6) has been developed for employee use in making application for any type of leave.  
Grambling State University requires each employee to complete a leave application (SF- 
6) for any leave to be authorized. The SF-6 must be completed in advance of leave being 
taken whenever practical; however, in emergency situations when the form cannot he 
completed in advance, verbal approval for leave must be given by the immediate supervisor. 
The verbal request for leave must be made by the employee, unless again an emergency 
situation prohibits this. The SF-6 must be completed by the employee immediately upon 
returning to work and approved by their supervisor. The SF- 6 must be attached to the 
appropriate time sheet for verification of leave. 
 
 
LEAVE EARNING RATES 
 
Years of Service Per Hour Per Pay Period  Approximate Days Per Year 
Less than three .0461            3.6880 12 
Three but less than five .0576            4.6080 15 
Five but less than 10 .0692            5 5360 18 
10 but less than 15 .0807 6.4560 21 
15 or more .0923 7.3840 24 
 
No employee shall be credited with annual or sick leave: (1) for any overtime hour; (2) for any 
hour of leave without pay; (3) for any hour in on-call status outside his regular duty hours as 
defined in Rules 11.1 and 11.2; (4) for any hour of travel or other activity outside his regular duty 
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hours as defined in Rules 11.1 and 11.2; and (5) for any hour of a holiday or other non-workday 
which occurs while he is on leave without pay. 
 
USE OF SICK LEAVE 
 
Application for sick leave will be made via Standard Frm 6 (SF-6) to the appropriate supervisor 
in advance when feasible or immediately upon returning to work. Sick leave may be utilized by 
an employee who has sufficient leave to his credit for necessary absence from duty because of 
illness or injury which prevents him from performing his usual duties, or because of medical, 
dental, or optical consultation or treatment. 
 
Sick leave shall not be charged for non-workdays. 
 
Sick leave may be taken only when the employee is ill or injured or when medical, dental, or 
optical treatment is needed. Leave taken because of the illness of a child, spouse, or relative 
cannot be claimed as sick leave. Such absences would be charged to annual leave, 
compensatory leave, or leave without pay. 
 
Sick leave may be taken for maternity purposes in accordance with established University 
policy. (See Family Medical Leave Act). 
 
If an employee cannot report to work because of illness, the employee must request sick leave 
by contacting his supervisor or the appropriate person immediately.  
 
Any sick leave in excess of three (3) days duration may require a physician‟s certification or 
other acceptable proof of illness. If a pattern of sick leave becomes unusual, the employee will 
be notified in writing of this fact by the supervisor. After any such notification, the employee may 
then be required to present a physician/medical provider certification or other evidence to 
support sick leave absences, for less that a three (3) day absence. 
 
USE OF ANNUAL LEAVE 
 
Application for annual leave will be made via Standard Form 6 (SF-6) to the appropriate 
supervisor at least one day prior to the requested leave date. Approval will be based upon the 
department‟s work load and the employee‟s attendance record. Requests for vacation and leave 
activities should be submitted for approval. 
 
When justifiable emergency situations occur, the supervisory official may waive the one-day 
prior notice, However, no employee shall be granted annual leave if it is not requested and 
approved by the supervisor. The supervisor may request reasons for leave, should the 
circumstances warrant. Any employee not reporting to work when a request for leave has been 
denied will be considered on unauthorized leave and will be subject to disciplinary action as well 
as leave without pay for that period of time. 
 
ENFORCED ANNUAL LEAVE 
 
Subject to the paragraph below, and military leave provisions in Rule 11.26, an appointing 
authority may require an employee to take annual leave whenever in his administrative 
judgment such action would be in the best interest of the University, provided no employee is 
required to reduce his accrued annual leave to less than thirty working days. 
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No employee shall be required to reduce his accrued annual leave to less than thirty working 
days or the equivalent thereof in hours (240), provided (1) that an employee may be required to 
take any part or all his accrued annual leave prior to being granted leave without pay, but 
subject to the right granted the employee by the military leave provisions of the Civil Service 
rules; (2) where it is determined that the need to be absent form work is because of a condition 
covered by the United States Family and Medical Leave Act; or (3) if the leave is required during 
closures in accordance with Rule 17.1(b) as a layoff avoidance measure. 
 
 
MATERNITY LEAVE 
 
An absence from work caused by maternity reasons is considered to be a temporary disability 
similar to any other illness and affected employees are eligible to use their accumulated sick 
leave for this purpose. Employees may still request annual leave, compensatory leave and/or 
leave without pay for maternity absences after exhausting their accumulated sick leave. All 
applicable laws regarding the Family Medical Leave Act do apply for maternity leave (See 
Family Medical Leave Act). 
 
An employee wishing to use sick leave for maternity purposes prior to the birth of a child must 
furnish a statement from her physician to the effect that she can no longer perform her duties 
(See Family Medical Leave Act). 
 
 
COMPENSATORY LEAVE 
 
There are two types of compensatory leave--payable and non-payable. 
 
Payable compensatory leave is when you actually physically work over 40 hours during a work 
week. Payable compensatory leave is earned at the time and one-half rate. 
 

Example of payable compensatory leave earned: 
 

You have physically worked 45 hours during the week. The 5 hours in excess of 
40 hours is payable compensatory leave. (5 hours x 1.5 = 7.5 hours payable 
compensatory leave earned). 

 
Non-payable compensatory leave is when you have not actually physically worked over 40 
hours and have taken enough leave (annual, sick, holiday or compensatory) that the workweek 
hours total more than 40. The excess of 40 hours is credited as non-payable compensatory 
leave. Non-payable compensatory leave is earned at the hour-for-hour rate. 
 

Example of non-payable compensatory leave earned: 
 

You have physically worked 32 hours during the workweek and have used one 
and a half days of sick leave (12 hours). The total hours for the workweek is 44, 
you did not physically work over 40 hours; therefore, the 4 hours in excess of 40 
is considered non-payable compensatory leave earned.  (4 hours x 1 = 4 hours 
of non-payable compensatory leave earned). 

 
 



 

-60- 

COMPENSATORY LEAVE  (CONT.) 
 
Civil Service Rule 21.10 establishes caps on accumulation of compensatory leave. 

 
Employees who accrue compensatory leave at the time and one-half rate shall 
accumulate no more of such compensatory leave than allowed under the Fair Labor 
Standard Act. Currently, hours earned (time and one-half) in excess of 240 (regular 
employees) and 480 (emergency personnel) shall be paid in cash. 

 
TERMINAL LEAVE PAYMENT 
 
The payment of annual leave upon separation, under Civil Service Rule 11.10, is based on the 
total number of accrued hours of annual leave remaining to the employee‟s credit on the date of 
his termination. The number of hours accrued is multiplied by the employee‟s hourly salary rate. 
Payment for terminal leave cannot exceed the value of 300 hours, computed on the basis of the 
salary being paid the employee at the time of his separation. 
 
The payment of unused payable compensatory leave, regardless of the number of hours, will be 
paid to the employee at his straight hourly rate. Payable compensatory leave is calculated at the 
time and one-half rate when it is accrued. 
 
When an employee is removed in accordance with Rule 12.6 (a)1, he shall be paid the value of 
his accrued sick leave in a lump sum, based on his regular hourly rate of pay, unless he is 
reemployed in probational or permanent status in the classified state service or is reemployed in 
the unclassified service, without a break in service of one or more working days, in which cases 
the sick leave will transfer to the employing agency.  Otherwise, an employee is not paid for any 
sick leave or non-payable compensatory leave upon termination.  Employees who are members 
of the Teachers Retirement System of Louisiana (TRS) upon retirement, receive terminal leave 
payment based on the TRS system. 
 
FUNERAL LEAVE 
 

Probationary and permanent employees may be granted time off without loss of pay, annual 
leave or sick leave when attending the funeral or burial rites of a parent, stepparent, child, 
stepchild, brother, stepbrother, sister, stepsister, spouse, mother-in-law, father-in-law, 
grandparent, or grandchild; provided such time off shall not exceed two days on any one 
occasion. For payroll purposes, the employee should identify the relationship (i.e., grandfather) 
of the deceased person on the leave form which must be attached to the timesheet. 
 
CIVIL, EMERGENCY, AND SPECIAL LEAVE 
 

An employee shall be given time off without loss of pay, annual leave, or sick leave when: 
 

(1) Performing jury duty; 
(2) Summoned to appear as a witness before a court, grand jury, or other public 

body commission, provided that for purposes of this sub-section a plaintiff or 
defendant shall not be considered a witness; 

(3) Performing emergency civilian duty in relation to national defense; 
(4) The appointing authority determines that the employee is prevented by an act of 

God from performing duty; 



 

-61- 

(5) Participating in a State Civil Service examination on a regular work day, or 
taking a required examination pertinent to the examinee‟s State employment, 
before a State licensing board;  

(6) The appointing authority determines that because of local conditions or 
celebrations, it is impracticable for his employees in such locality to work. 

(7) The employee is ordered to report for pre-induction physical examination 
incident to possible entry into the military forces of the United States; 

(8) The employee is a member of the National Guard and is ordered to active duty 
incident to local emergency, act of God, civil or criminal insurrection, civil or 
criminal disobedience, or similar occurrences of an extraordinary and emergent 
nature which threatens or affects the peace or property of the people; or 

(9) Engaged in the representation of a client in a criminal proceeding pursuant to an 
order of a court of competent jurisdiction, provided if compensation for such 
services is available from another source, he may not accept the special leave 
and the compensation. 

 
VOTING LEAVE 
 
A probationary or permanent employee may be granted time off without loss of pay, annual 
leave or sick leave when voting in a primary, general or special election which falls in his 
regularly scheduled work day, provided not more than two hours of leave shall be allowed to 
vote in the parish where he is employed and not more than one day to vote in another parish.  

VOLUNTARY DISASTER SERVICE LEAVE  

A full-time probationary or permanent employee may be granted time off without loss of pay, 
annual leave, compensatory leave, or sick leave, for a period not to exceed 15 work days in any 
calendar year, to participate in American Red Cross relief services in Louisiana for disasters 
designated at Level III or above in the American Red Cross Regulations and Procedures. Such 
employees must have received a certification from the American Red Cross as a Trained 
Disaster Volunteer. All such requests must be made in writing and approved by the appointing 
authority.  

EDUCATIONAL LEAVE  

Leave without pay for educational purposes may be granted an employee for a period 
equivalent to the period of attendance at the educational institution.  

Educational leave with pay may be granted an employee for a maximum of thirty calendar days 
in one calendar year if the course of instruction to be taken is pertinent to the work of the 
employee in his Department, provided that a permanent employee may be granted such leave 
for a maximum of ninety calendar days in one calendar year if the Department requires him to 
take special training.  

Employees granted educational leave without pay may be granted a stipend if there are funds 
available for that purpose.  

 

LEAVE OF ABSENCE WITHOUT PAY 
 
A leave of absence without pay may be requested for consideration by an employee listing the 
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reasons needed, the duration of the leave, and obligations of the employee during the period 
requested. Leaves of absence without pay may be granted for maternity leave or Family and 
Medical Leave. (See Family Medical Leave for more information). Leaves of absence to 
pursue employment elsewhere is not allowed. 
 
During a period of leave without pay, benefits associated with pay status are affected unless on 
FMLA leave. Insurance may be continued by making advanced payments of premiums. Annual 
and sick leave do not accrue during a period of leave without pay. Contributions may not be 
withdrawn from the state retirement systems without the action being considered as a 
termination or resignation from employment. 
 
If an employee who has been granted leave fails to report to duty on the first working day 
following the expiration of leave, he shall be considered on unauthorized leave and disciplinary 
action may be taken. If an employee is on a provisional or probational appointment, termination 
shall occur. 
 
Grambling State University may, for any reasonable cause, or at the request of the employee, 
curtail a period of leave of absence without pay, provided such curtailment is in the best interest 
of the University and proper notice is furnished to the employee. After 30 days of approved 
leave without pay, the Department of Civil Service is notified through the submission of an SF-1 
Personnel Action form that the employee is on leave without pay. The employee‟s adjusted 
service date is corrected to reflect actual state service when the employee returns to duty. 
 
 
MILITARY LEAVE 
 
In accordance with Rule 11.26, employees who are members of a reserve component of the 
Armed Forces of the United States or the National Guard shall be granted leave of absence 
from their positions, without loss of pay, time, annual or sick leave, or service rating when 
ordered to active duty for field training or training authorized in lieu thereof when the individual is 
given constructive credit for such training, for periods not to exceed fifteen working days in any 
calendar year; provided that an appointing authority may grant an employee annual leave or 
leave without pay or both in accordance with other provisions of these rules for such periods 
which exceed fifteen working days in any calendar year. 
 
Employees who are inducted or ordered to active duty to fulfill their reserve obligations or who 
are ordered to active duty in connection with reserve activities for indefinite periods or for 
periods in excess of their annual field training, are ineligible for leave with pay. 
 
Employees who are ordered to active duty with the Armed Forces of the United States or 
National Guard and who are ineligible for or not granted leave, shall be separated and subject to 
the provisions of these rules relating to certification, appointment, and reinstatement. All such 
employees who make timely application for restoration to their former position shall be restored. 
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WORKER’S COMPENSATION/LEAVE 
 
To provide for payment of medical expenses and for partial salary continuation in the event of a 
work-related accident or illness, employees are covered by workers‟ compensation insurance. 
The amount of the benefits payable and the duration of payment depend on the nature of the 
injury or illness, and the employee‟s salary. In general, all usual and customary medical 
expenses incurred in connection with an injury or illness are paid and partial salary payments 
are provided beginning after the 7-day waiting period. 
 
If an employee is injured or becomes ill while on the job, a report must immediately be filed on 
such injury or illness with the employee‟s immediate supervisor or department heed and with the 
Human Resources Office. This ensures that the University can assist in obtaining appropriate 
medical treatment and payment. 
 
Employees are entitled to all necessary and reasonable medical expenses associated with the 
injury as provided by Louisiana Workers Compensation Law. The employee becomes eligible 
for temporary total benefits after the doctor certifies the employee as being unable to work and 
the employee has been out for 7 days following the injury. Workers‟ Compensation is computed 
at 66 and 2/3% of your average weekly earnings or a maximum not to exceed $307/per week 
(subject to change). Wages lost during the first seven days after the injury are not replaced 
unless the employee is off the job for more than 42 days. Typically what happens is the 
employee uses his accrued sick leave and stays in full pay status with the University. The check 
for the employee‟s Temporary Total Benefits is sent to the Human Resources Office and at that 
time the employee is asked to sign the check over to the University. The check will be receipted 
by the Cashier Section of the Accounting Office. The check stub and the original receipt are 
given to the employee. The amount of Leave that the check will buy back is determined by 
dividing the employee‟s hourly rate of pay at the time of the accident into the amount of the 
check. The amount of the check then converts to leave time and that amount of time is added 
back to the employees existing leave balances. If the employee does not have a sufficient 
amount of leave to use then the employee may receive the worker‟s compensation check. For 
additional clarification of this procedure, contact the Human Resources Office. 
 
NOTE: THE EMPLOYEE CANNOT RECEIVE THE WORKERS’ COMPENSATION CHECK 
AND A FULL PAYROLL CHECK. 
 
NOTE:  SEE THE ATTACHED INSTRUCTIONS AND FORM FOR COMPLETING 
WORKMAN’S COMPENSATION CLAIMS. 
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OFFICE OF HUMAN RESOURCES 

Reporting Procedure for Employee Incidents/Accidents 
 

 
1. Employee has an incident or accident. 
 
2. Employee must report to immediate supervisor or designated alternate employee when 

the immediate supervisor is not available within twenty-four (24) hours. 
 
3. Supervisor must complete the State Employee Incident/Accident Investigation Form (DA 

2000), keep a copy in respective area and turn in to the Office of Human Resources.  
 
NOTE: This form must be filled out completely and turned in even if the employee does not 
seek medical attention 
 
4. If the employee seeks medical treatment, the original doctor‟s orders should be given to 

the immediate supervisor (including time off, light duty…etc).  The immediate supervisor 
should keep a copy and forward a copy to the Office of Human Resources. If the 
employee‟s doctor gives an update/change to the orders and/or the employee‟s original 
date to return to work is changed, the Supervisor is to notify the Office of Human 
Resources immediately. 
 

5. Any bills that the employee receives from the initial doctor‟s visit should be forwarded to 
the Office of Human Resources immediately. 

 
6. The employee should bring a doctor‟s release when he/she returns to work. 
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OFFICE OF RISK MANAGEMENT 

UNIT OF RISK ANALYSIS AND LOSS PREVENTION 

STATE EMPLOYEE INCIDENT/ACCIDENT INVESTIGATION FORM 

Worker’s Compensation Claims—For Agency Use Only  
 

 (PLEASE TYPE OR PRINT) 
 
 

1.  AGENCY ____________________________________________________________________________  

 
2.  ACCIDENT DATE ________________________   3.  REPORTING DATE _______________________  

 

4.  EMPLOYEE NAME (LAST, FIRST) _______________________________________________________  
 

5.  JOB TITLE ___________________________________________________________________________  

 

6.  IMMEDIATE SUPERVISOR _____________________________________________________________  

 

7.  DESCRIBE IN DETAIL HOW INCIDENT/ACCIDENT OCCURRED (USE ADDITIONAL SHEET IF NECESSARY)___________________ 
 

____________________________________________________________________________________________________________________ 

 
____________________________________________________________________________________________________________________ 

 
____________________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________________ 
 

____________________________________________________________________________________________________________________ 

 
____________________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________________ 
 

____________________________________________________________________________________________________________________ 

 
____________________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________________ 
 

8.  PARISH WHERE OCCURRED _________________________________                 9.  PARISH OF DOMICILE ______________________ 

 
10.  WAS MEDICAL TREATMENT REQUIRED ________  Y  ________N 

 

11.  EXACT LOCATION WHERE EVENT OCCURRED _____________________________________________________________________ 
 

____________________________________________________________________________________________________________________ 

 
____________________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________________ 
 

____________________________________________________________________________________________________________________ 

 

12.  NAME (S) OF WITNESSES _________________________________________________________________________________________ 

 

 
13.  NAME OF PERSON COMPLETING THIS SECTION OF REPORT _________________________________________________________ 

 

 
14.  SIGNATURE ___________________________________________________________  15.  DATE __________________________ 

 

 

KEEP COMPLETED FORMS ON FILE AT THE LOCATION 

WHERE INCIDENT/ACCIDENT OCCURRED 
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MANAGEMENT SECTION 
 

16.  NAME OF PERSON COMPLETING THIS SECTION OF REPORT_________________________________________________________ 
 

17.  POSITION/TITLE  ___________________________________________________  

 
18.  IS THE PERSON COMPLETING REPORT TRAINED IN ACCIDENT INVESTIGATION ______ Y  ______ N 

 

19.  WAS EQUIPMENT INVOLVED ______Y ______N  (If no, skip to question 20) 
 

A.  TYPE OF EQUIPMENT________________________________________________________________________________________ 

 
B.  IS THERE A JSA FOR EQUIPMENT ______Y ______ N C.  DATE LAST JSO PERFORMED ______________________ 

 

20.  HAVE SIMILAR ACCIDENT/INCIDENTS OCCURRED ______Y  ______N     
 

21.  DID INCIDENT INVOLVE SAME INDIVIDUAL _____Y  ______N  

 

22.  SAME LOCATION  ______Y  ______N 

 

23.  WAS THE SCENE VISITED DURING THE INVESTIGATION  ______Y  ______N            
 

A.  DATE & TIME _____________________________  B.  ARE PICTURES AVAILABLE ______Y  ______N 

 
C.  IF NO, REASON FOR NOT VISITING_________________________________________________________________________________ 

 

ROOT CAUSE ANALYSIS 
UNSAFE ACT (PRIMARY):  Failure to comply with policies/procedures   Failure to use appropriate equipment/technique   

Inattentiveness   

Inadequate/lack of JSA/standards   Incomplete or no policies/procedures  Inadequate training on policies/procedures  Inadequate 

adherence of policies/procedures 
 
Other (specify) ______________________________________________________________________________________________________  

 
Detailed explanation of checked box  ____________________________________________________________________________________  

 

______________________________________________________________________________________  

 
WHY WAS ACT COMMITTED: 

 

UNSAFE CONDITION (PRIMARY): Inappropriate equip/tool  Inadequate maintenance  Inadequate training       Wet 

surface   

 Worn/broken/defective building components   Broken equipment   Inadequate guard    Electrical hazard   Fire Hazard 
 
Other (specify)  _____________________________________________________________________________________________________  

 

Detailed explanation of checked box _____________________________________________________________________________________  

 

 __________________________________________________________________________________________________________________  

 
WHY DID CONDITION EXIST: 

 

 

CONTRIBUTORY FACTORS (IF ANY): 

IMMEDIATE ACTION TAKEN TO PREVENT RECURRENCE: 
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LONG RANGE ACTION TO BE TAKEN: 

 

 

WHAT ADDITIONAL ASSISTANCE IS NEEDED TO PREVENT RECURRENCE: 

 

 

 

KEEP COMPLETED FORMS ON FILE AT THE LOCATION 

WHERE INCIDENT/ACCIDENT OCCURRED 
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OVERTIME POLICY 
  
In 1985, the U.S. Supreme Court ruled in Garcia vs. San Antonio Metropolitan Transit Authority 
that traditional functions provided by state and local governments fall under the jurisdiction of 
the Fair Labor Standards Act (FLSA). This ruling essentially said it was constitutional to apply 
the minimum wage and overtime requirements of the FLSA to state and local governing bodies. 
In the decision, the Supreme Court specifically overruled its 1976 decision in the case of 
National League of Cities vs. Usery in which it was held that these requirements did not apply to 
states and local governments in the “areas of traditional governmental functions.” 
 
DEFINITION OF OVERTIME HOUR - CIVIL SERVICE RULE 21.7(b) 
 

An overtime hour is an hour worked by an employee at the direction of his appointing 
authority: 

(a) On the employee‟s official holiday; 
 

(b) In excess of the regular duty hours in a regularly scheduled workday as 
designated under Rule 11.1(c), or 11.2(b), or 

 
(c) In excess of the regular duty hours in a regularly scheduled workweek as 

designated under 11.1(c), or 11.2(b); 
 

(d) In excess of forty hours worked during any regularly recurring and continuous 
seven-day calendar work period where excessive hours are systematically 
scheduled. Any holiday observed during the work period is counted as a day 
worked; 

 
(e) In excess of eighty hours worked during any regularly recurring and continuous 

seven-day calendar work period where excessive hours are systematically 
scheduled. Any holiday observed during this work period is counted as a day 
worked; 

 
(f) In excess of the hours worked in a regularly established, continuous, and 

regularly recurring work period where hours average forty hours per week, 
regardless of the manner in which scheduled, and where excessive hours are 
systematically scheduled. Any holiday observed during the work period is 
counted as a day worked; 

 
(g) A day on which a department or a division thereof, is closed by direction of the 

appointing authority because of natural emergencies or any other official 
closure. 

 
METHODS OF COMPENSATION FOR OVERTIME HOURS WORKED - CIVIL SERVICE 
RULE 21.4 
 

Compensation for overtime shall be one of the following: 
 

(a) cash payment at the time and one-half rate; (for each hour actually worked 
beyond the fortieth hour in a given workweek); 
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(b)   cash payment at the regular rate; 
 

(c)   compensatory leave earned hour for hour; or 
 

(d) compensatory leave earned at the time and one-half rate; (for each hour actually 
worked beyond the fortieth hour in a given workweek). 

 
 

NONEXEMPT POSITIONS  
 
The appointing authority shall determine, in accordance with Civil Service Rule 21.2, which 
positions do not meet the criteria to be exempt from the provisions of the Fair Labor Standards 
Act. In such case it is the responsibility of the appointing authority to notify the Department of 
Civil Service periodically as to positions in this category which are nonexempt relative to the Fair 
Labor Standards Act. 
 
 

OVERTIME PAY FOR STATUTORY (PAID) HOLIDAYS 
 
An employee who is required to work by his appointing authority on any University designated 
holiday will receive overtime pay in accordance with Civil Service Rule 21.7(a) for holiday work.  
 

ADVANCE APPROVAL OF OVERTIME PAY REQUIRED 
 
Advance approval is required for overtime pay (cash). Overtime work is not permitted without 
approval from the supervisor. Overtime should be worked only in special circumstances. 
 
The supervisor should attempt to provide the employee with reasonable notice when the need 
for overtime work arises.  However, advanced notice may not always be possible. 
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EMPLOYMENT BENEFITS 
 

LOUISIANA STATE EMPLOYEES’ RETIREMENT SYSTEM 
 
The narrative concerning retirement is provided to you for informational purposes only 
and is not intended to serve as a basis for legal interpretation. Any questions you may 
have regarding the information presented in this section should be discussed with the 
University Human Resources Department and then presented to the retirement system in 
writing if further clarification is needed. 
 
MEMBERSHIP 
 
Participation - in the Louisiana State Employees‟ Retirement System is mandatory for each 
person who becomes a classified employee in state service prior to the attainment of age 60, 
except those persons who have at least 40 quarters in the Social Security System, those hired 
as student employees, those hired on a contractual basis, or temporary employees. Employees 
hired on restricted or job appointments contribute to Social Security. No person is allowed to 
contribute to more than one public retirement system for the same period of employment. 
 
Contributions - by the employee are equal to a percentage (percentage may change) of 
earned compensation per month excluding overtime, per diem, differential pay, payment in kind, 
premium pay, or any other allowance for expense incurred because of employment. As of 
January 1, 1984, employee contributions are defined as “employer pick-up” for the purpose of 
tax-sheltering the employees retirement contributions. The employee does not pay federal or 
state taxes on these contributions as long as the contributions remain undistributed to the 
member. 
 
Refund of Contributions - may be paid to a member provided he has terminated state 
employment, has remained out of state service for a minimum of 30 calendar days, and 
provided that all contributions through date of termination have been forwarded to the retirement 
system by the agency/employer. Upon receipt of a refund of accumulated contributions, the 
member forfeits all accrued rights and service credits in the retirement system. 
 
Status Terminates - when a member withdraws his accumulated contributions or when a 
member separates from active service with a retirement allowance, or when a member dies. 
 
DISABILITY RETIREMENT 
 
Eligibility - Any member who becomes disabled, and who files for disability benefits while in 
service, and who upon medical examination and certification is found to be totally disabled for 
any cause, shall be entitled to disability benefits provided the member has at least ten years of 
creditable service, or 20 years of service at any age for non-active members, and provided the 
disability was incurred while the member was an active contributing member in state service. 
 
REGULAR RETIREMENT 
 
Eligibility - A member shall be eligible for regular retirement if he has; 
 

(1)  30 years or more service credit, at any age; 
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(2) 25 years or more service, at age 55 or thereafter; 
 

(3) 10 years or more service, at age 60 or thereafter; 
 
(4) 20 years of service credit at any age, actuarially reduced. 

 
A member may leave state service after obtaining the minimum number of years service credit 
to qualify for retirement and leave his contributions on deposit with the retirement system in 
order to become eligible for monthly benefits upon attaining the proper age. 
 
Estimate of Benefits - The retirement system will figure an estimate of benefits payable under 
all options based on the expected date of retirement upon written request provided the member 
is within one year of retirement eligibility. Estimates do not include credit for any unused sick or 
annual leave that might be credited at the actual time of retirement. 
 
Benefit Payments - are immediately subject to federal income tax withholding. State 
employees‟ group health and life insurance premiums shall be deducted from the retiree‟s gross 
retirement benefit if the retiree elects to continue such coverage after retirement. The retirement 
system provides for automatic direct deposit of monthly benefits to your checking/savings 
account at any financial institution that is a member of the Automated Clearing House System. 
 
 
DEFERRED RETIREMENT OPTION PLAN (DROP) 
 
The Louisiana Legislature authorized the Deferred Retirement Option Plan (DROP) in 1990. 
DROP is an optional method of retiring from the Louisiana State Employees Retirement System 
(LASERS). DROP is not an additional retirement benefit. When you enter DROP, your status in 
LASERS changes from active member to retiree, even though you continue working at your 
regular job. 
 
You can participate in DROP for up to three years. During your DROP participation, you 
accumulate money in an individual account based on what you would have received as a 
monthly retirement benefit. You also continue to earn your regular salary. You can withdraw the 
money from your DROP account after you end state employment - either as a lump sum or a 
series of payments spread out over time. 
 
 
ELIGIBILITY FOR ENTERING DROP 
 
Most state employees must have been eligible for regular retirement under R.S. 11:441 before 
participating in DROP. Regular members must meet one of the following three requirements: 
 

30 years of service at any age, 
 

25 years of service and at least age 55, or 
 

 10 years of service and at least age 60. 
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RETURN OF CONTRIBUTIONS GUARANTEED 
 
Each member is guaranteed that he and/or his beneficiary or estate shall receive from the 
retirement system at least an amount equal to his employee contributions in a refund, monthly 
benefits or a combination of the two. 
 
EMPLOYMENT AFTER RETIREMENT 
 
Retirees of the Louisiana State Employees Retirement System/Teachers Retirement System of 
Louisiana who wish to return to work should contact the Office of Human Resources for details 
prior to negotiation of any contract or personnel action form. 
 
OPTIONAL MEMBERSHIP IN LASERS 
 
Membership in LASERS is optional for employees who are age 55 to 60 at date-of-hire and 
have at least 40 quarters in the Social Security system. If such an employee chooses not to 
become a member of LASERS, please contact the Office of Human Resources. 
 
SOCIAL SECURITY 
 
University employees not covered by Louisiana State Retirement, Louisiana Teachers 
Retirement and excluding those employed as rehired annuitants, are covered by the Federal 
Social Security program. The employee and the University contribute 6.2% of gross earnings 
(subject to change). 
 
TUITION FEE EXEMPTION FOR FACULTY, STAFF, AND DEPENDENTS 
 
Based on the policy adopted by the University of Louisiana System concerning reduced fees for 
on-campus courses taken by employees and their dependents, the following policy is applicable 
to Grambling State University employees: 
 

1. A faculty or staff member who has been employed full-time at a University of Louisiana 
institution or System Office at least two years may enroll for undergraduate instruction 
only at a reduced fee schedule which shall annually be set by the Board. 

 
2. Spouse and children of full-time faculty and staff members employed at a University of 

Louisiana System institution for five years may attend that institution at a reduced fee 
schedule which shall be set by the Board plus any student-assessed fees at the 
institution. Generally, children who qualify will be limited to those who are eligible 
dependents for tax purposes during the calendar year in which the fee exemption is 
issued. Be further advised that spouse and children do not receive a reduced fee 
schedule for graduate instruction. 

 
3. The reduced fee schedule for qualified faculty, staff and dependents shall provide for a 

minimum charge of $150 per semester for full-time students and a minimum per credit 
hour charge for part-time students based on a proration of the full-time minimum charge. 

 
4. Dependents of deceased faculty and staff shall be eligible for the tuition exemption 

provided the faculty or staff member was in service at the institution and eligible for the 
exemption when death occurred. 
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5. Dependents of disabled faculty and staff, as determined by the Teachers‟ or State 
Employees‟ Retirement Systems but otherwise eligible for the tuition exemption provided 
for herein, shall maintain eligibility for the tuition exemption. 

 
6. Faculty and staff are granted the tuition exemption from self-assessed fees, but 

dependents shall not be exempted from self-assessed fees. 
 

It is University policy that one course (maximum of four semester hours) may be taken during 
the regular workday (lunch hour considered part of the workday) if approved by the appropriate 
supervisor. Civil Service rules require that classified employees must either make up work 
missed or take annual/compensatory leave for work missed. 
 
EMPLOYEE ASSISTANCE PROGRAM 
 
The Employee Assistance Program or EAP is a University referral assistance program which 
helps employees and their families resolve problems affecting their personal lives and/or job 
performance.  Besides being confidential, the program is voluntary. The program is designed to 
allow the employees to seek help on their own. However, referrals to the EAP may be initiated 
by the Supervisor when a serious job performance problem occurs. 
 
Discussion of the problem is strictly between the employee and the EAP representative, who 
provides referral literature to the employee for follow-up. The Employee Assistance Program 
representative is the University‟s Benefits Coordinator, Room 151 of Long-Jones Hall at phone 
number 274-2493. 
 
GROUP HEALTH INSURANCE 
 

Eligibility for Coverage: All probational and permanent employees who work 30 or 
more hours per week (full time for insurance purposes) are eligible for hospitalization coverage. 
In addition, employees on temporary appointments which will last more than 120 days are 
eligible as of the 121st day of full time employment. 
 

Effective Rates: An employee who enrolls in the insurance program will become 
effective on the first of the month coinciding with or next following the completion of 30 days of 
employment. 
 

Example 1: Employed as of 07/01/93 - effective; 08/01/93 
Example 2: Employed as of 07/15/93 - effective; 09/01/93 

 
In the event that an employee does not enroll within 30 days of their effective date of 
employment, the effective date is determined by the State Employees Group Benefits Program 
and proof of insurability will be required. The cost to provide this benefit is shared by the 
University and the employee. 

 
GROUP TERM LIFE INSURANCE 
 
Regular University faculty and staff employees are eligible for coverage under this plan. The 
face value is based on your annual salary and age, not to exceed a maximum of $50,000 in 
coverage. This is an optional plan with the University and the employee sharing in the cost of 
the life insurance. The employee is totally responsible for the premiums on dependent life 
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insurance coverage. In the event that an employee does not enroll within 30 days of their 
effective date of employment, the effective date is determined by the State Employees Group 
Benefits Program and proof of insurability will be required. 
 
SUPPLEMENTAL GROUP TERM LIFE INSURANCE 
 
University faculty and staff employees are eligible for amounts up to $100,000 as guaranteed 
issue with no medical information needed if enrolled within the 31 days from your effective date 
of employment. 
 

 
LONG-TERM DISABILITY (SALARY CONTINUATION) 
 
This coverage is optional for full-time employees. Program will pay up to sixty percent of salary 
for total disability. 
 
FLEXIBLE FRINGE BENEFITS PLAN 
 
Commonly referred to as a “cafeteria plan”, faculty and staff are allowed to tax shelter payroll 
contributions to fringe benefit plans under Section 125 of the Internal Revenue Code. 
Participation in this program results in a reduction of taxable income which increases spendable 
(net) income. 
 
OTHER INSURANCE BENEFIT PLANS 
 
Group dental and cancer plans through payroll deduction are available for full-time employees. 
These programs are ones in which the faculty/staff member pays the full insurance premium. 
 
TAX SHELTERED ANNUITIES 
 
Faculty and staff members of public colleges and universities are eligible to purchase tax-
deferred annuities. To purchase a tax-deferred annuity, the employee and the university enter 
into an agreement in which the employee authorizes a reduction in salary in order to release 
funds for the University to pay an annuity contract that is fully vested in the employee. 
 
Within limits prescribed by the Internal Revenue Code, the amount of the reduction is not 
currently taxable as income to the employee. More information can be obtained from the Human 
Resources Department. 
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SERVICE RATINGS 
 
BASIS FOR SERVICE RATINGS 
 
The Civil Service Law provides for a uniform Service Rating System for the purpose of 
recognizing merit of employees and their contributions to the efficiency and economy in State 
service. A service rating is an overall evaluation of the work done by an employee in the position 
held by him during the rating period, based on performance requirements in effect at the time 
the performance was rendered.   
 
A performance planning session shall be conducted by the Rating Supervisor no later than 30 
calendar days after: (1) the appointment of a new employee; (2) the anniversary date of a 
current employee; or (3) the movement of an employee into a position having a different position 
number and significantly different duties.  A performance planning session may be conducted 
when an employee gets a new Rating Supervisor or when performance expectations change.  
Additional performance planning sessions may also be conducted as the Rating Supervisor 
deems appropriate. 
 
The purpose of this section is to provide information to supervisors and employees concerning 
the policy and procedures governing the performance requirements, appraisal of employee 
performance, planning for the improvement of performance, recording the rating level of each 
employee, and establishing employee appeal rights procedure. 
 
Each permanent employee is to be assigned a service rating, effective March 31st of each year, 
provided the employee has worked ninety (90) days or more in the class of position he occupies 
on that date. 
 
Service ratings are to be given important consideration in effecting pay increases, promotions, 
and layoffs, and particular emphasis should be given to training all supervisors in the proper 
utilization of the Service Rating System. 
 
RATING OFFICIAL 
 
The responsibility for preparing a service rating should normally be delegated to the supervisor 
who assigns and is responsible for the work of the employee being rated. However, Civil 
Service Rule 10.2 permits the appointing authority the discretion to designate the supervisory 
personnel who will make the ratings. In some instances, where there have been more than one 
supervisor over the employee being rated, the supervisors should cooperate in order to obtain 
the proper rating for the entire rating period. 
 
RATING FACTORS 
 
Supervisors should complete a State Employees Performance Planning and Review (PPR) 
Form (SF-15) for each employee under his supervision.  The first six (6) factors on the 
performance rating are Required Performance Factors to be completed for all jobs.  The 
employee‟s position description should be used to decide which performance factors (7-11) are 
important to the employee‟s job.  Factors 10 and 11 are required for all supervisory jobs.  
Factors that are important to the employee‟s job which are not on the form should be described 
in the blanks entitled “Position-Specific Performance Factors” on page 7 of the SF-15. 
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Each employee shall be rated on the following performance factors (or their equivalents): 
 

(1) Work Product – The quality and quantity of work produced by the employee. 
 
(2) Dependability – Being where the employee should be and doing what is expected of 

him.  
 

(3) Cooperativeness – Working with people.   
 

(4) Adaptability – Adjusting to change. 
 

(5) Communication – Giving and receiving information. 
 

(6) Daily Decision-Making/Problem-Solving – Thinking on the job. 
 
Additionally, each supervisory employee shall be rated on the following performance factors (or 
their equivalents):   
 

1. Work Group Management and Leadership – Directing the activity of subordinates.   
 
2. Performance Planning and Review – Counseling and rating.  

 
RATINGS 
 
The Rating Supervisor shall rate the employee on each applicable performance factor, using the 
following ratings (or their equivalents) and points:   
 

1. Outstanding – 5 points 
2. Exceeds Requirements – 4 points 
3. Meets Requirements – 3 points 
4. Needs Improvement – 2 points 
5. Poor – 1 point 

 
The performance factor ratings shall then be averaged and the employee‟s overall rating or re-
rating shall be assigned based upon the following scale: 
 

1. Outstanding – 4.50 – 5.0 
2. Exceeds Requirements – 3.50 – 4.49 
3. Meets Requirements – 2.50 – 3.49 
4. Needs Improvement – 1.50 – 2.49 
5. Poor – 1.00 – 1.49 
 

Ratings of “Un-rated” shall be created by default when the employee does not receive an official 
rating.  Ratings of “Un-rated” shall be indicated on the final overall rating or re-rating form by the 
Rating Supervisor, Reviewer, or Human Resource officer.  Employees shall be notified when a 
rating or re-rating of “Un-rated” has been given as an official overall rating or re-rating.  Ratings 
of “Un-rated” shall be reported on the annual report to the Director of Civil Service in such 
manner as the Director requires. 
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RATINGS PROCEDURE 
 
To create an official rating, the Rating Supervisor shall: 
 

1. sign and date the completed document; 
2. discuss the rating with the employee; 
3. provide documentation to support any factor rated “Needs Improvement” or “Poor”; 
4. present the form to the employee to be signed and dated; and 
5. give the employee a copy of the completed form with his or her official overall rating 

noted. 
 

For a new employee, the rating session shall take place with the 60 calendar days before or on 
the employee‟s first anniversary date as defined in Rule 6.14(b).  For a current employee, the 
rating session shall take place with the 60 calendar days before or on the employee‟s 
anniversary date. 
 
An employee whose official OVERALL rating is “Needs Improvement” or “Poor” shall be re-
rated.  The re-rating shall be due on the date that is 6 months after the employee‟s anniversary 
date.  The re-rating may be given up to 60 calendar days prior to or on the re-rating due date. 
 
When an employee is not available, the provisions herein shall be satisfied by mailing the 
completed document to the employee on or before the employee‟s anniversary date. 
 
A rating or re-rating that complies with Rules 10.6 and 10.7 becomes official when a copy of the 
performance planning and review form is given or mailed to the employee. 
 
An employee cannot prevent a planning session, rating or re-rating from becoming official by 
refusing to sign the performance planning and review form.  If an employee refuses to sign any 
part of the form, the Rating Supervisor shall note on the form that the employee refused to sign, 
and the date of the Planning or Rating session. 
 
If an employee does not have an official service rating on record, he is considered as 
having a satisfactory rating. 
 
REVIEW OF RATINGS 
 
A permanent employee who disagrees with any official rating or re-rating has a right to have the 
rating reviewed by the Appointing Authority or his designee.  The designated Reviewer is the 
only person within the employing agency who may change an official rating.  The designated 
Reviewer shall not be the Rating Supervisor who conducted the rating. 
 
APPEALS 
 
A permanent employee who disagrees with the Reviewer‟s decision has a right to have his/her 
PPR file reviewed by the Director or the Director‟s designee.  The Office of Human Resources 
should be contacted concerning the procedure for such an appeal. 
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GRIEVANCE PROCEDURE 
 
 
PURPOSE OF GRIEVANCE PROCEDURE 
 
Any organization may have conditions that lead to dissatisfaction and misunderstanding among 
employees. When employees believe they have been treated unfairly, their attitude and their 
work may be affected. Through the establishment of a grievance procedure such as outlined in 
this section, the University has provided a means to resolve these problems so employee 
morale and efficiency may be maintained at the highest level possible. 
 
 
APPLICABILITY AS TO JURISDICTION 
 
A grievance procedure is a method of determining the specific cause for a grievance, and 
finding the best way to resolve it. Such a procedure is intended for use when a dissatisfaction 
arises in a day-to-day relationship between employees or between an employee and his 
employer. Only those grievances which are not appealable to the Civil Service 
Commission or to the Director of the Department of Civil Service should be processed 
through the campus grievance procedure.  The University’s grievance process shall not 
be used to review or reconsider performance ratings or a procedural violation of the Civil 
Service Rules found in Chapter 10. 
 
It is extremely important that employees distinguish between the grievance procedure and 
appeals to the Director of Civil Service or the Civil Service Commission. The reason is that time 
limits have been set within which either a grievance or an appeal may be filed. If an employee 
chooses the wrong forum, he may find that the time limit for the correct procedure has expired 
by the time he discovers the mistake. 
 
It is not possible to determine in advance all of the types of grievances which should be referred 
to the grievance procedure and all of the matters which should be appealed to the Director of 
Civil Service or to the Civil Service Commission. As a general (but not all-inclusive) guide, it can 
be said that the Commission has in the past assumed jurisdiction over the following types of 
grievances: 
 

(1) Removal of a permanent employee for cause. 
 

(2) Demotion of a permanent employee as a disciplinary action. 
 

(3) Political, religious, or racial discrimination. 
 

(4) Suspension without pay as a disciplinary action. 
 

(5) Discrimination practiced in violation of Civil Service Law or a Civil Service Rule. 
 

(6) Assignment of “Needs Improvement” or “Poor” service ratings. 
 

(7) Layoff or layoff avoidance action in violation of Chapter 17 of the Civil Service Rules. 
Grievances of the above-listed types and others which are described in Civil Service Rule 13.10 
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should be filed with the Civil Service Commission as appeals in the manner and within the time 
limits indicated in the part of the manual dealing with appeals. Other types of grievances should 
be referred to the local grievance procedure on campus through the EEO Office. 
 
 
GENERAL PROVISIONS 
 
Nothing herein shall be so construed as to deprive a classified employee of the right of appeal 
to the Director of Civil Service or the Civil Service Commission in appropriate cases, or to alter 
or extend the time within which an appeal is required to be filed with the Civil Service 
Commission, or to alter in any way the Rules of the Civil Service Commission. 
 
The President or his designee‟s decision shall be final in all cases properly subject to 
processing through this grievance procedure. 
 
Any employee who takes reprisal action of any kind against any employee who makes use of 
this grievance procedure shall be subject to administrative disciplinary action. 
 
If a grievance hearing is conducted under this procedure, the party against whom the grievance 
complaint is made shall have the right to appear and testify at the hearing. 
 
The decision to utilize this grievance procedure shall be the voluntary decision of the individual 
employee. 
 
A classified employee selected by a grievant to represent him in the processing of a grievance 
through this procedure shall, at such times as his supervisor may approve, be granted 
necessary time off during his working hours to investigate the grievance and represent such 
other employees without loss of pay and without reduction of any annual or compensatory leave 
balance. 
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DEFINITIONS 
 

“Abandonment of Grievance” means the voluntary failure of an employee to pursue his 
grievance through the Grievance Procedure. 
 
“Affidavit” means a signed and sworn statement offered for consideration in connection with a 
Grievance Procedure hearing. 
 
“Appointing Authority” means the agency, department, board, or commission, and the officers 
and employees thereof authorized by statute or by the lawfully delegated authority to make 
appointments to positions in the State service. 
 
“Books” means pamphlets or bound volumes which are not held to be confidential by State 
statute, public law, or Constitutional law. 
 
“Consolidation” means the combining of two or more grievances involving the same controversy 
for purposes of a joint hearing. 
 
“Cross-examination” means the questioning of a witness by an adverse party after his direct 
examination by the party calling him. 
 
"Director” means the Director of Personnel for the Department of Civil Service. 
 
“Employee” means any person legally appointed to and serving in a position in the State agency 
with which a grievance is filed. 
 
“Employer” means the appointing authority for the State agency where the employee who files a 
grievance through the Grievance Procedure is employed. 
 
“Examination” means the questioning of a witness during a Grievance Procedure hearing. 
 
“Ex-parte Statement” means a written statement made by one person, offered for consideration 
in connection with a Grievance Procedure hearing. 
 
“Grievance” means an employee complaint or personnel problem not appealable to the Director 
of Civil Service or to the Civil Service Commission, 
 
“Grievance Committee” means a committee designated by an appointing authority to conduct 
grievance hearings and provide him with resulting recommendations. 
 
“Grievance Hearing” means a hearing conducted by a section, division, or unit head; by a 
personnel officer or other representative of an appointing authority; by a grievance committee; 
or by an appointing authority, at which any employee may have a reasonable opportunity to be 
heard in accordance with the provisions of this section. 
 
“Hearing Officer” means an appointing authority or any person designated by him to conduct a 
hearing provided for in the Grievance Procedure. 
 
“Joint Hearing” means a uniting of one or more grievances involving similar or related 
circumstances for the purpose of hearing. 
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“Jurisdiction” means the right to make decisions concerning the subject matter in a given case. 
 
“Notice”  means advance notification to all parties involved in a Grievance Procedure hearing, 
setting forth the date, time, and place of the hearing. 
 
“Papers” means documents and writings which are not held to be confidential by State statute, 
public law, or Constitutional Law. 
 
“Records” means official records of the State which are not held to be confidential by State 
statute, public law, or Constitutional Law. 
 
“Representative” means a person authorized by an aggrieved employee to represent him in the 
processing of a grievance. 
 
“Reprisal” means an act of retaliation taken against an employee because he utilized the 
Grievance Procedure. 
 
“Withdraw” means to recall or retract a grievance from consideration under the Grievance 
Procedure. 
 
“Witness” means one who sees, or otherwise has personal knowledge of anything relevant to 
the subject matter of a grievance with respect to which a grievance hearing is being held. 
 
 
 
PROCESSING THE INTERNAL GRIEVANCE 
 
The University Grievance Procedure Form is to be used when employees cannot settle a 
complaint/grievance at the informal stage. The form (see Form that follows) must be thoroughly 
completed and the instructions must be adhered to. 
 
First Step  All grievances should be presented within seven calendar days from the date the 
grievant first became aware of, or should have become aware of, the cause of such grievance. 
The aggrieved employee should present his grievance to his department head and, if possible, it 
should be settled at that level through discussion. The supervisor should render a decision to 
the employee on the complaint as soon as possible, and must render a written decision within 
seven calendar days. 
 
Second Step If the employee is not satisfied with the decision in the First Step, or if a decision 
is not rendered within the prescribed time limit, he may within seven calendar days present his 
grievance in writing to the next University level supervisor (Dean, Business Manager, etc.). The 
latter shall investigate, afford the employee an opportunity to present his viewpoint, and furnish 
the employee a written statement of his findings and recommendations. Such statement shall be 
furnished within seven calendar days of the receipt of the written grievance. 
 
Third Step In the event the decision in the second step of the grievance process does not 
satisfy the employee, he may present his grievance to the next University level supervisor (Vice-
President), if applicable, in writing within ten calendar days. The Vice President shall issue a 
written report to alt interested parties and render his decision within seven working days. The 
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aggrieved employee shall have the right, but shall not be required, to be represented by one 
individual of his choice during this step of the procedure. 
 
Fourth Step In the case of dissatisfaction, upon receipt of decision from the Vice President, 
he may appeal to the President within ten calendar days. Upon receipt of appeal from the 
aggrieved employee, the President shall impanel a hearing committee to review the „grievance 
and provide advisory recommendations for a final administrative decision. The President shall 
render a decision and provide same in writing to the aggrieved employee and the Department of 
Civil Service within twenty-one calendar days following the date the grievance entered the final 
step. 
 
SUMMARY DISPOSITION OF GRIEVANCE 
 
At any time after the filing of a grievance in writing, an appointing authority may summarily 
dispose of the grievance on any of the following grounds: 
 

 That the appointing authority lacks jurisdiction of the subject matter, or of the person 
against whom relief is sought. 

 That the grievance has not been made in the required manner or within the 
prescribed period of delay. 

 That a decision on the grievance would be ineffective. 
 That the aggrieved has failed to appear at the time and place fixed for the hearing of 

his grievance. 
 That the aggrieved has withdrawn or abandoned his request for grievance 

consideration. 
 When an appointing authority summarily disposes of a written grievance, he shall 

notify all interested parties, including the Director of Civil Service, in writing. 
 
TIME AND PLACE OF HEARING 
 
The place of the grievance hearing shall be specified by the appointing authority or his 
designated representative and shall be in a convenient place accessible to the aggrieved 
employee. All such hearings shall be held on the employer‟s premises or on the premises 
mutually agreeable to the parties and within regular working hours. With the approval of the 
appropriate appointing authority, a grievance hearing may continue beyond normal working 
hours. 
 
CONDUCT OF HEARING 
 
The aggrieved employee and Grambling State University shall have the right to call, examine, 
and cross-examine witnesses who are employees of the agency against which the grievance is 
lodged and who have knowledge of the facts at issue. 
 
The aggrieved employee shall have the right to require the production of books, papers, 
records, and other items which are within the control of the agency against which the grievance 
is lodged and are pertinent to the facts at issue. The items requested must not be held 
confidential by provision of State statute, public law, or Constitutional Law. 
 
The aggrieved employee shall have the right, but shall not be required, to be represented by an 
individual of his choice. 
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Affidavits and ex-parte statements offered during the course of a grievance hearing may be 
received and considered by the Hearing Officer. 
 
The Hearing Officer and Hearing Committee shall have the right to examine and cross-examine 
any witness. 
 
The Hearing Officer shall have the right to limit corroborative evidence. 
 
When a pending case involves substantially the same question of law or fact as presented in a 
prior case, the Hearing Officer or Hearing Committee may consider any part of the record in 
such previous case as be or it may deem relevant; provided that in the application of this 
provision no party shall be deprived of the right to cross-examine any witness. 
 
The testimony of all witnesses may be received under oath. 
 
The Hearing Officer on request of the aggrieved employee or on his or its own motion, may 
order that the witnesses in any hearing be separated so as to preclude any witness, other than 
the parties and their representatives, from hearing the testimony of any other witness. 
 
If the aggrieved employee, in preparing his written appeal, omits facts which he considers 
pertinent to the grievance under consideration, the Hearing Officer or Hearing Committee shall 
permit the employee, prior to the conclusion of the hearing, to add to his original statement to 
include such facts. 
 
When two or more grievance petitions involve similar or related circumstance, the Hearing 
Officer or Hearing Committee may order a joint hearing of any or all the matters at issue, or may 
order that all such petitions be consolidated. 
 
Any officer or employee required to testify shall not be subjected to any adverse or disciplinary 
action by his appointing authority because he testifies, but may be held accountable for actions 
on his part revealed by his testimony. 
 
 
STANDARDS IN PRESCRIBED GRIEVANCE PROCEDURE 

 
Adherence to the letter and spirit of the grievance procedure serves to improve morale, working 
conditions, and efficiency of the entire Civil Service system. In implementing the grievance 
procedure as required in Civil Service Rule 3.1(m) in each agency, the following standards will 
be observed: 
 

(1) Management officials, supervisors, and employees shall be encouraged to review the 
procedure and to become fully cognizant of its mechanics and purpose to facilitate the 
settlement of any employee problem. 

 
(2) The EEO Officer or some other appropriate official reporting directly to the head of the 

agency should have full and delegated responsibility for the administration of the 
procedure. He should permit and encourage employees to consult with him freely and 
informally. 
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(3) The establishment of the grievance procedure outlined above or of a modified one 
affords an orderly method to present the employee grievance within the agency to the 
department supervisor and if necessary to those higher in the supervisory administrative 
line. The employee will have the assurance that if a satisfactory settlement is not made 
at a lower level, he may submit the matter to the President or his designee for review 
and a final administrative decision. 

 
(4) The grievance procedure recognizes the operating administrative responsibility of 

supervisors at all levels to receive and act promptly and fairly on the grievance of their 
subordinates, and provides for the delegation of appropriate authority to carry out this 
responsibility. 

 
(5) When a grievance is processed it must be presented in writing by the employee. The 

statement should indicate clearly who is aggrieved and the specific nature of the 
grievance. In such cases, provisions are made for a written decision. 

 
(6) Before the final decision is made on the grievance appeal, the employee shall be 

provided an opportunity to present the matter at a hearing before the appointing 
authority, or other designated representative. 

 
(7) In presenting a grievance, an employee shall be assured freedom from restraint, 

interference, coercion, discrimination or reprisals of any type. 
 

(8) Provision is made for the dissemination of information on the grievance plan to all 
employees so they will be fully informed of their rights as to the presentation of their 
grievances and the procedures by which these rights may be exercised. 

 
Grievance forms may be obtained from the University Equal Employment Opportunity Office in 
Long-Jones Hall, Room 148 or from the University‟s web site. 
 
NOTE:  See attached form. 
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GRAMBLING STATE UNIVERSITY 
Grambling, Louisiana 

 
UNIVERSITY GRIEVANCE PROCEDURE FORM 

 
The use of this form must comply with the time limits specified in the University 
Grievance Procedure Action Steps contained in the staff handbook. 
 
INSTRUCTIONS: Complete all information requested on this form. If more space is 
required, attach additional pages. After completing each step of the grievance procedure, 
a copy should be forwarded to the EEO Officer. 
 
PART I - TO BE COMPLETED BY GRIEVANT/EMPLOVEE           DATE: ___________ 
 
EMPLOYEE NAME: ________________________                 SS#_________________ 
 
JOB TITLE: _________________________      DEPT:__________________________ 
 
 
GRIEVANCE STATEMENT 
 
State the incident which occurred that led to this dissatisfaction. Describe the incident including 
dates, places, individuals involved, etc.: 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
 
State the reason(s) why you are dissatisfied: _____________________________ 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
 
State relief sought: ___________________________________________________ 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
 
Grievant’s Signature: __________________________________________________ 
 
 
EEO/AA 
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PART II -  TO BE COMPLETED BY SUPERVISOR/ADMINISTRATOR AND EMPLOYEE   
DECISION OF SUPERVISOR (DEPARTMENT HEAD OR DIRECTOR)  
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
 
Supervisor‟s Signature: _______________________________  Date: __________ 
 

 
Employee‟s Response: Place a check mark ( ) in the appropriate box 

 
[ ] I am satisfied with the answer to my grievance. 

 
[ ] I am not satisfied with the answer to my grievance and will deliver this to the next 

level supervisor for next step. 
 
DECISION OF THE DEAN OR ASSISTANT VICE PRESIDENT 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
 
Signature_________________________ Date_______________________________ 
 

Employee‟s Response: Place a check mark ( ) in the appropriate box  
 
[ ] I am satisfied with the answer to my grievance. 

 
[ ] I am not satisfied with the answer to my grievance and will deliver this to the next 

level supervisor for next step. 
 
DECISION OF THE VICE PRESIDENT 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
 
Signature____________________________    Date: ______________________ 
EEO/AA 
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PART II - DECISIONS (CONTINUED) 
 

Employee‟s Response: Place a check mark ( ) in the appropriate box.  
 
[ ] I am satisfied with the answer to my grievance. 

 
[ ]   I am not satisfied with the answer to my grievance and will deliver this to    the 

next level supervisor for next step. 
 
 
 
DECISION OF THE PRESIDENT 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
____________________________________________________________________ 
 
 
Signature_____________________________  Date __________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EEO/AA 
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APPEALS TO THE CIVIL SERVICE COMMISSION 
 

 
An appeal may be made to the Commission by: 
 
(a) Any person in the Classified Service who alleges that he has been discriminated against 

or subjected to any disciplinary action because of his political or religious beliefs, sex, or 
race. 

 
(b) Any person in the Classified Service who, having gained permanent status, alleges that 

he has been subjected to any disciplinary action or removal in violation of any provision 
of Chapter 12 of these Civil Service Rules. 

 
(c) Any person in the Classified Service who alleges that he has been deprived of any right, 

discriminated against, or adversely affected by the violation of any provision of the 
Article or of any Rule of this Commission. 

 
(d) Any person in the Classified Service who shall have failed to obtain relief from an 

allocation or reallocation of a position to a class or by the Classification Plan or any 
change thereof after a written request for review thereof by the Director or his 
representative as provided in Civil Service Rule 5.3 and who alleges that the Director‟s 
decision has been discriminatory. 

 
(e) Any person in the Classified Service who alleges that he has been discriminated against 

by the application of the Pay Plan or by the application of any change thereof. 
 
(f) Any person who shall have applied for or been examined for the Classified Service, 

without having acquired permanent status therein, and who alleges discrimination in the 
review of his application, admission to an examination, scoring of examinations, the 
establishment of an eligible list or certification therefrom, or in the Directors decision 
under Civil Service Rule 7.5(d). 

 
(g) By any person expressly granted the right to appeal to this Commission by the Article or 

by any Rule of this Commission.  
 
(h)    Any person who alleges that he has been the subject of discrimination as defined in 

Rule Civil Service Rule 1.14.1. 
 
(i) Any person who alleges that he has been discriminated against by any official action  

taken by the Director. 
 
(j)   Any person seeking a review of a decision made by an appointing authority under the  
 provisions of Civil Service Rule 10.4. 
 
(k) Any person in the Classified Service who alleges that he has been demoted, dismissed, 

discriminated against, or subjected to any disciplinary action based solely on the 
grounds assigned for an unsatisfactory service rating. 

 
(I) Any applicant for employment in the Classified Service and any employee in the 
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Classified Service who alleges that he has been discriminated against because of his 
membership or non-membership in any private organization. 
 

(m) Any person in the Classified Service who alleges that he has been subjected to any 
layoff or layoff avoidance action in violation of any provision of Chapter 17 of these Civil 
Service Rules. 

 
 
Delay for Making an Appeal 
 
A notice of appeal by an employee to the Civil Service Commission must be in writing. The 
appeal must be received at the Department of Civil Service within thirty 30) days after: 
 

(1) the date on which the employee received written notice of the action on which the appeal 
is based; or 

 
(2) the date when the employee learned or was aware that the action complained of had 

occurred when no written notice is required by Civil Service Rules. 
 
Employees are advised to see Chapter 13 of the Civil Service Rules prior to making an appeal 
to the Civil Service Commission. A copy of Chapter 13 of the Rules may be obtained from the 
University Human Resources Department in Long-Jones Hall, room 148. 
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PROHIBITED POLITICAL ACTIVITIES 
 
PROHIBITED POLITICAL ACTIVITIES  
 
All persons in the classified service are prohibited by Article X, Section 9(a) of the Louisiana 
Constitution and by Rules of the Civil Service Commission, from engaging in any partisan 
political activity other than: 
 

1. Expressing ones opinion privately; 
 

2. Serving as a Commissioner or Watcher at polls, and 
 

3. Casting one‟s vote for whom he/she desires. 
 

Political Activity Defined - Political activity is defined, in the Constitution, as meaning any 
effort to support or oppose the election of a candidate for political office or to support a 
particular political party in an election. Exempt from the definition of political activity is the 
support of issues involving bonded indebtedness, tax referenda, or constitutional 
amendments, which activities are 
not prohibited. 

 
Classified Employee Defined - A classified employee is any person holding a job or 
position in the classified service of the State. Their activity is restricted regardless of whether 
the activity is: 

 
1. On active duty or off duty. 

 
2. On annual or sick leave. 

 
3. On educational, military, maternity, civil, emergency, or compensatory leave. 

 
4. On leave of absence of any type, with or without pay. 

 
5. Off duty during a holiday. 

 
6. Under suspension. 

 
No employee in the Classified Service and no member of the Commission shall, directly or 
indirectly, pay or promise to pay any assessment, subscription or contribution for any political 
party, faction, or candidate, or solicitor take any part in soliciting any such assessment, 
subscription, or contribution. No person shall solicit any such assessment, subscription, or 
contribution of any employee in the Classified Service. 
 
No appointing authority, agent, or deputy thereof, or supervisor of any employee, shall directly 
or indirectly demote, suspend, discharge, or otherwise discipline any person in the Classified 
Service for the purpose of influencing his vote, support, or other political activity in any election 
or primary election~ and no appointing authority agent, or deputy thereof, or other person, shall 
use his official authority or influence, by threats, promises, or other means, directly or indirectly, 
to punish or coerce the political action of any employee in the Classified Service. 
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 PROHIBITED POLITICAL ACTIVITIES (CONT.) 
 
           No employee in the Classified Service and no member of the Commission shall: 
 

1. Be a candidate for nomination or election to public office, except to seek election 
as the Classified State employee serving on the State Civil Service Commission; 

 
2. Be a member of any national, state, or local committee of a political party or 

faction; or 
 

3. Take active part in the management of the affairs of a political party, faction, 
candidate, or any political campaign. 

 
No person elected to public office shall, while serving in such elective office, be 
appointed to or hold any position in the Classified Service. 

 
No person shall be appointed or promoted to, or demoted, or dismissed from, any 
position En the Classified Service, or in any way favored or discriminated against with 
respect to employment in the Classified Service, because of his political or religious 
opinions or affiliations, race, sex, or membership or non-membership in any private 
organization. 

 
 
Examples of Prohibited Political Activities are: 

 
- Acting as a district campaign manager. 

 
- Soliciting votes in an election campaign. 

 
- Acting as chauffeur or driver for a candidate in an election campaign or 
accompanying him when he is soliciting votes. 

 
- Openly announcing preference for a candidate, faction, or group in an election 
campaign. 

 
- Attempting to influence voters in an election campaign, 

 
- Threatening reprisals because of a citizen‟s activity on behalf of a candidate. 

 
- Attempting to influence a voter in his choice of candidates or issues while serving 
as a commissioner at the polls. 

 
- Distributing money for support of a candidate, faction or group. 

 
- Contributing a vehicle or money to promote transportation of voters to the polls. 

 
- Offering to pay for votes or passing out cards in aid of a candidate, faction or 
group.  

 
- Procuring the services of another to work in the promotion of an election campaign. 
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 -Asking subordinate employees to vote for a particular candidate. 

 
- Displaying a political sticker on a vehicle owned or operated by the employee. 

 
- Posting political pictures or advertisements in public places. 

 

- Addressing campaign literature or envelopes, or distributing political literature/ 

posters. 
  

        -Working at campaign headquarters or otherwise assisting in a political campaign. 
 
                    -Wearing in public places T-shirts printed with vote solicitations. 
 

                    -Purchasing tickets for “testimonial‟ or „political‟ dinners for purposes of raising  

                     campaign funds. 
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FACILITIES AND SERVICES 
 
A. C. LEWIS MEMORIAL LIBRARY 
 
The A. C. Lewis Memorial Library supports the curricula and provides an opportunity for study 
and research through a collection of scholarly and professional print and non-print resources. 
Grambling State University online catalog (GOPAC) provides comprehensive information about 
the library‟s resources. GOPAC can be accessed on the University‟s network. Internet services 
are also available to staff. The library maintains several electronic resources and databases. 
 
Each staff member must have a barcoded pictured ID in order to check out library materials. 
The loan period is one semester. Staff personnel have access to resources from libraries in the 
state through the Louisiana Academic Library Information Network Cooperative Borrowing 
Program (LALINC). The color coded ID card permits staff to borrow resources from participating  
libraries. 
 
INTRAMURAL COMPLEX 
 
The Intramural Complex is open to Grambling State University students, faculty and staff and 
their spouses at designated hours.  No children are allowed. 
 
For further information, feel free to call 274-2325 or 274-3750. 
 
CHANGE OF ADDRESS  
 
All employees are required to immediately complete a Change of Address Form in the Office of 
Human Resources when there is a change of address.  The form is also located on the 
University‟s web site. 
 
OFFICE OF HUMAN RESOURCES  
 
The Office of Human Resources encourages employees to come by when information or advice 
is needed. However, appointments should be made in advance when an employee needs to 
seek advisement from one of the staff. All information regarding employee records are held in 
complete confidence and are available only to direct supervisors and other limited personnel on 
a need-to-know basis. Employees may review their own personnel file in the presence of a staff 
member from the Human Resources Office. 
 
The Director of Human Resources shall be responsible for representing the University to the 
Department of Civil Service. Official University correspondence and contact with the Department 
of Civil Service shall be conducted by the Office of Human Resources. This is not to deprive 
employees of the right to contact the Department of Civil Service relative to any problems 
concerning them. However, employees should indicate to the Department of Civil Service that 
they are not representing Grambling State University when contacting them about an individual 
matter. 
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IDENTIFICATION CARDS 
 
Identification Cards are issued to employees who are on a regular appointment basis. ID cards 
may be obtained from the University Police Department. 

 
 
INSURANCE DEDUCTIONS 
 
Deductions for insurance programs are figured on 24 pay periods a year for twelve-month 
employees and 18 pay periods a year for nine- and ten-month employees. It should be noted 
that biweekly employees (12-month pay basis) are paid 26 times a year. Therefore, there are 
two months a year in which an employee receives three payroll checks. No insurance is 
withheld from the third pay check, with the exception of long-term disability. 
 
INTERDEPARTMENTAL MAIL/OFF CAMPUS MAIL 
 

Interdepartmental Mail - The University has a uniform system of distributing and receiving 
interdepartmental mail. Each department is assigned a box with a key in the mail room of the 
Student Union. Outgoing mail from each department is delivered to the mail room between the 
hours of 10:00 AM. and 4:00 P.M. Mail for each department is picked up daily at a time 
convenient for the department. Mail room personnel will sort all mail by department on a daily 
basis. The use of interdepartmental mail for personal transactions is prohibited. 
 

Off Campus-Mail - Mail that pertains to University business and requires postage should be 
left at the Post Office in the Student Union Building. Mail leaves daily from the Student Union at 
9:30 AM and 3:30 P.M. The use of University letterhead and meter mail for personal mailing and 
non-university business is prohibited. 
 
LONG-DISTANCE TELEPHONE ACCESS CODE 
 
Long-distance access code is the responsibility of the employee. The employee is responsible 
for the professional use of the phone service. The employee is accountable for its use and 
discretion in usage. (For additional information regarding the telephone system, contact the 
Telecommunications Department). 
 
LOYALTY OATH 
 
Each new employee is required by State law (Act 284 of 1950) to complete an appointment 
affidavit, which is essentially a loyalty oath, within 15 days following their appointment. The form 
is retained in the employee‟s personnel file. 
 
MEDICARE DEDUCTIONS 
 
Employees hired after March 31 1986, contribute 1.45% of gross earnings for a medicare tax 
which is a payroll deduction. The University also contributes 1.45% as required by Public Law 
99-272, which is subject to change. 
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OBSERVANCE OF HOLIDAYS 
 
During the period when the University is closed for the observance of holidays, classified 
employees may take compensatory or annual leave for closure days not designated as 
holidays. If an employee does not have sufficient compensatory or annual leave to carry them 
through the holiday period, leave without pay will be charged. There are fourteen legally 
designated holidays per year for state employees. The holidays are announced from the Office 
of the President. 
 
OUTPROCESSING/TERMINATION 
 
Employees separating from the University must give a two-weeks advance written notice to their 
immediate supervisor and the President to remain in good standing with the University. The 
Department/Unit Head shall ensure that the Department of Human Resources is notified of all 
employee separations. When an employee separates from employment with the University, they 
must complete an Authorization for Issuance of Final Paycheck form, an Inventory Clearance 
form, and an Exit Interview form. It is the responsibility of the separating employee to turn in all 
University property, such as uniforms (if applicable), keys, ID. cards, etc. The employee should 
also complete necessary out-processing forms concerning the continuation of insurance 
coverage and applicable forms relative to the retirement system with the Human Resources 
Department. Exit documents will be provided to the employees upon receipt of an official 
response from the President. 
 
PAY PERIODS 
 
Civil Service employees are paid on a biweekly basis with payroll checks issued every other 
Friday.  All classified employees will receive their paychecks one week after the close of their 
biweekly work period. 
 
 
PAYROLL, INSURANCE AND BENEFICIARY INFORMATION 
 
Federal and state laws require withholding of taxes from wages or salary payments. Deductions 
are made in accordance with information furnished by the employee. Employees have the 
responsibility of keeping the Human Resources Department advised as to changes in tax 
exemptions, marital status, and home addresses. It is especially important to keep life 
insurance and retirement beneficiary information current. 
 
REST PERIODS (BREAKS) 
 
The policy on rest periods is a University policy and not one that is governed by the Department 
of Civil Service. Each department has the authority to establish its own procedures relative to 
rest periods. However, certain guidelines must be followed, They are: (1) No rest period shall 
exceed 15 minutes; (2) rest period time shall not be added to the lunch hour or other off-duly 
time; (3) rest period time cannot be accumulated to provide for a prolonged rest period; and (4) 
the scheduling of a rest period for an employee should not interfere with the department‟s 
normal function. 
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SAVINGS BOND PROGRAM 
 
The University participates in the payroll deduction plan which permits employees to purchase 
Series P U. S. Savings Bonds. Employees can purchase the bond through the payroll system; 
the bond is mailed to the employee by the designated bank. For a brochure regarding the 
savings bond program, contact the Human Resources Department. 
 
SECURITY REQUIREMENTS FOR EMPLOYEES 
 
It is the policy of the University to provide security for its property, students, employees, and 
guests. Security is the responsibility of all University employees. 
 

1.  Employees shall immediately report all security risks (i.e., suspicious persons, 
open windows after business hours, broken locks, etc.) to the University Police 
department. 

2. Employees must immediately report lost, stolen or damaged items such as 
University keys and property to their supervisor and the University Police 
department. 

3. Employees are subject to search and questioning when probable cause exists 
and when such action is necessary to maintain security. 

 
The University will not tolerate any crime, no matter how petty; and, employees who commit 
crimes will be disciplined appropriately. 
 
SELLING AND/OR SOLICITING 
 
Individuals or groups not affiliated with the University may not advertise, solicit or sell on the 
campus without prior written permission from the Vice President for Finance. University 
personnel may not advertise, solicit or sell on the campus during working hours without 
authorization. 
 
In general, the University or none of its agencies, offices or organizations may favor any 
commercial enterprise in purchasing or contracting for purchase. The University‟s Purchasing 
Office will be used in all such transactions in accordance with State purchasing regulations. The 
acceptance by University employees of gifts discounts or other compensation from commercial 
agencies in exchange for special privileges regarding commercial transaction with the 
University, its students or its employees is to be considered conflict of interest and is forbidden. 
 
 
STANDARD WORKWEEK 
 
The standard workweek for classified employees of the University is from 00:01 Saturday to 
24:00 hours Friday. Any exceptions to the standard University workweek must be approved in 
writing by the appointing authority. 
 
Grambling State University adheres to Civil Service Rule 11.1(a) which states that the 
workweek of a full-time employee in the classified service will be forty hours. 
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UNIFORMS 
 
Certain departments within the University may require classified employees to wear uniforms as 
a condition of employment. The uniform policy is not listed here, but is distributed to employees 
when the uniforms are issued. Violation of the uniform policy by an employee can result in loss 
of pay and disciplinary action. A copy of the uniform policy can be obtained upon request from 
the employee‟s department in which he works. 
 
 
UNION MEMBERSHIP 
 
Grambling State University has an Employee Union-Local No. 886, Council 17, of the American 
Federation of State, County and Municipal Employees (AFSCME). It is the policy of this agency 
and the Department of Civil Service that no benefits will accrue to or be denied any employee 
by virtue of membership or non-membership. Union dues are payroll deductible on authorization 
by the employee. The deduction will be continued for the duration of employment unless the 
employee formally withdraws from the Union in accordance with the agreement. 
 
Employees who are officers of the union (including stewards) will be authorized the use of 
special leave for attending state meetings. Employees who are not officers of the Union are 
required to use annual leave or compensatory leave if approved by the supervisor. 
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EMERGENCY PROCEDURES 
 
The following section is provided for your use in those first few stressful moments when an 
emergency situation is perceived and one must make an immediate response to it. The 
following information is brief, to the point, and limited to the situation confronted. Follow-up 
procedures may be required and can be found in the Grambling State University’s Emergency 
Response Manual. 
 
A. Emergency Phone Numbers 
 
 POLICE  Extension 2222 or 3217 
 OR 
 AMBULANCE  Extension 2222 or 3217 
 
B. Accidents and Injuries 
 
The following is a guide to assist someone confronted with an accident or injury on campus. The 
term accident shall be defined as any unforeseen incident during which a person or persons 
sustains physical injuries. The term injury includes any physical trauma incurred during the 
accident. 
 

1. Notify University Police at extension 2222 or 3217. 
2. If an ambulance is required, you will call extension 2222 or 3217. 

 
Be prepared to tell University Police: 

 
1. Nature of the emergency 
2. Exact location of the victim 
3. Your name and address 
4. Do not hang up until advised that it is all right to do so 

 
 C.  Fire and/or Explosions 
 
The following is a guide to assist anyone involved with, or witnessing a fire and/or explosion on 
the Grambling State University campus. The purpose is to protect human life and property. 
 

Procedure: 
 

1. Notify and/or remove all persons in immediate danger. 
2. Pull the Fire Alarm. The building alarm rings only in some buildings. 
3. Immediately report the fire by calling extension 2222 or 3217. 
4. Without endangering yourself or others, attempt to extinguish a minor fire, 

 
When calling University Police at extension 2222 or 3217, be prepared to tell: 

 
a. Location of incident 
b. Any injuries 
c. The current situation 
d. Your name 



 

-99- 

 
 

*** CA UTION * * * 
 
Fires in laboratories may involve toxic vapors and fumes. If you suspect a potentially 
dangerous situation, evacuate the area immediately. 
 

5. If the fire does not extinguish, or if you feel the fire cannot be extinguished: 
 

a. EXIT the building, close door behind you, 
b. USE the nearest stairwell 
c. DO NOT use the elevator!! 
d. ASSIST the physically challenged in exiting the building. 

 
6. Remain in the vicinity to assist response personnel. 
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THE ALMA MATER 
 

Old Grambling, dear Grambling 
We love thee, dear old Grambling 

We’re loyal to thee, our dear old School 
We’ll fight for thee for evermore 

And when life’s game is fought and won 
The hills will ring with victory’s song 
Old Grambling, dear Grambling 
We love thee, dear old Grambling. 

 
Old Grambling, dear Grambling 
We love thee, dear old Grambling 

Long may thee stand ‘till all the land 
Has felt the worth of thy great hand, 

And when thy sons to battle go, 
The hills will ring from shore to shore 
Old Grambling, dear Grambling, 
We love thee, dear old Grambling. 
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