
TEACHER SERVICE RECORD 
 

Date Sent:  ___________________________ 
Applicant:  this form must be sent to each of 
your previous employers to verify your  
teaching experience.  Make copies as needed. 
This form must be returned to the payroll 
department within four weeks to FPSB for 
verification and pay purposes. 

 
Return to:  Franklin Parish School Board 
                    ATTN:  Payroll  Department 
                    7293 Prairie Road 
                    Winnsboro, LA  71295 
 
318.435.9046 (office)                       318.435.3392 (fax) 

FPSB Office Use Only 
 
Date Received:  _____________________________ 
 
Total No. Years Verified:  ____________________ 
 
Total No. of  Sick Leave Days:  _______________ 

I am granting permission and asking your assistance in providing verification of my previous teaching experience to the Franklin Parish School Board.  Please 
complete the following form and mail to the address listed above.  Teacher’s signature:  _________________________________________ 
 
Name:  _________________________________________________                                            Social Security No.:  ________________________________ 
 
Name of school(s) where service is claimed:  ____________________________________     Date(s) of Service Claimed:  _________________________________ 
Note:  Credit will not be given for student teaching, substitute teaching or part-time work which consist of half-days or less than half a year, but please list all 
teaching experience. 

 

Dates of Employment 
Month/Year to Month/Year. 

State 
Abbr. 

Parish or 
County 

Grade and/or Subject Part time 
Or Full time 

No. of Days Employed/ 
No. of Days in School Yr. 

      

      

      

      

      

      

 
No. Sick Leave Days available for Transfer:  __________________  Extended Sick Leave Balance:  _________________   Effective Date:  ________________________ 
 
Signature and Title of Authorized Personnel:  ________________________________________   School System:  _____________________________________________ 
Address/Phone #:  ___________________________________________________________________________________________________________________________ 
 

IMPORTANT  
This section to be completed by previous employer. 

Name of School System:  _______________________________________ 
_____ There is no information in this employee’s file indicating sexual misconduct, abuse or neglect and there is no other information available to suggest this 
employee has been guilty of sexual misconduct, abuse or neglect involving students or others. 
 
_____ I have attached documentation regarding sexual misconduct, abuse or neglect. 

Previous employer(s) should complete this form and return it within twenty (20) business days to the following address above: 
 
Print name of authorized HR Employee  ___________________________________________________      Date:  ___________________________________ 
 
Signature of authorized HR Employee    ___________________________________________________ 



 
POLICY ON CREDIT FOR TEACHING EXPERIENCE 

 
 A year of teaching experience is defined as each scholastic year of employment as a certified teacher in public schools within any of the fifty (50) states of 
the United States of America (USA), or within any of its territorial possessions; or, as a teacher in a private or parochial school, as an employee in a state 
department of education, or as an instructor in an institution of higher learning.  All such experience must have been as a teacher in an institution or school 
accredited by one of the recognized regional accrediting agencies in the USA (e.g., SACS).  Experience outside the USA, its territories or possessions must be in an 
institution or school accredited by an accrediting agency recognized by the USA. 
 
 A year of teaching experience is granted if the person was employed for at least ninety (90)  instructional days during one scholastic year, excluding 
holidays, as authorized by the local governing board of the school or institution.  However, not more than one (1) year of experience will be granted for a period 
inclusive of twelve (12) consecutive calendar months.  ALL experience must be have been on a full-time basis (as defined by the local governing board or the state 
governing board). 
 
 Teachers actively engaged in teaching within twelve 912) months immediately preceding induction into military service of the USA shall be given one (1) 
year of teaching experience for each year of military service e provided they served as enlisted persons or commissioned officers on active duty with any of the 
branches of service with the USA.  To receive credit for military service, a teacher must file, with his/her teaching service record, a copy of his/her military service 
record.  For determining total eligibility of military experience, one (1) year of teaching experience will be allowed for a full year of three hundred and sixty-five 
(365) days of military service. 
 
 A separate line on the form on the reverse side is to be used for each year of teaching experience claimed.  Additional pages of this form may be used if 
needed.   
  
 Transfer of regular sick leave is provided in Louisiana Revised Statute 17:1201 (A)(3) as follows:  “All sick leave accumulated by each member of the 
teaching staff pursuant to the provisions of this Subsection shall be vested in the member of the teaching staff by whom such leave has been accumulated.  In the 
event of the transfer to such member of the teaching staff from one city or parish public school system to another in this state, or upon the return of such member 
of teaching staff to the same school system within five years or such longer period of time as may be approved by the governing authority of the school system 
within five (5) years or such longer period of time as may be approved by the governing authority of the school system to which the member of the teaching staff 
returned, regardless of the dates on which the leave was accumulated or the date of the transfer or return of the member of the teaching staff, such vested leave 
shall be transferred or returned to or continued by the school system to which the transfers or returns and shall be retained to the credit of such member of the 
teaching staff.  When any member of the teaching staff uses accrued sick leave which has been transferred from one public school system to another, the sick leave 
used shall be assessed against the most recent sick leave earned and accrued and successively from sick leave accrued last to sick leave accrued first.” 
 
 Any accrued extended sick leave not used may be transferred from one Louisiana public school system to another Louisiana public school system. 


