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SUPPORT STAFF LEAVES AND ABSENCES  

All leaves are subject to approval or disapproval by the Superintendent, building principal, or              
designated supervisor. Requests should be submitted as far in advance as possible. All leaves              
granted will be in units of quarter, half, or full days. Final authority for approval or disapproval                 
of all leave remains with the Superintendent.  

Employee Classifications: 

9 Month Part-Time: (FLSA Non-exempt) Hourly employees who are scheduled for less than 30              
hours per week during the board approved school year (student days). These employees are              
eligible for 1 personal day and 9 sick days. 

9 Month Full-Time: (FLSA Non-exempt) Hourly employees who are scheduled for more than 30              
hours per week during the board approved school year (student days or as assigned by               
supervisor). These employees are eligible for 2 personal days and 9 sick days.  

12 Month Full-Time: (FLSA Non-exempt) Hourly employees who are scheduled for more than             
30 hrs weekly, throughout 12 months of the year. These employees are eligible for 10 vacation                
days (15 after 10 years of service), 2 personal days and 10 sick days per year. 

Directors/Supervisors: (FLSA Exempt) Contracted, salaried employees who are scheduled to          
work 40 hours per week, 260 days per year as stipulated by their contracts. These employees are                 
eligible for 10 vacation days (15 days after 10 years of service), 2 personal days and 10 sick days                   
per year.  

Non 260 Day Directors: (FLSA Exempt) Directors who are contracted for less than 260 days are                
eligible for 3 personal days and 9 sick days 

      Sick Leave  

Sick leave is defined to include illness of an employee, physician appointments, or serious illness 
requiring bedside or household attention for the employee’s immediate family. 

Sick leave is fully accrued at the beginning of the fiscal year (July 1st).  

Immediate Family  
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The immediate family of a support staff employee is the spouse, child, grandchild, parent, sister,               
brother, grandparent, father-in-law, mother-in-law. Others who reside in the same household           
with the employee or a person standing in lieu of parents are also considered immediate family. 

Accrued days may be used to address health concerns of the employee, immediate family, or               
immediate household (which is defined as people who reside within the physical structure of the               
employee’s home, who are dependents for IRS tax purposes) 

Multiple/Frequent Absences (Extended Leave) 

After five consecutive days of absence, the building principal or supervisor may require that an 
employee furnish a written physician's statement, demonstrating proof of illness or disability.  

After ten cumulative days of absence, the superintendent may have the employee examined for a 
second opinion. The cost of such examination will be borne by the Board of Trustees. At this 
time the employee may be required to request FMLA leave.  

Employees that are absent for three days without notification and showing up to work (no call, 
no show) will be subject to termination. Emergency employee situations shall be handled on a 
case-by-case basis.  

Employees that qualify for FMLA  will need to provide a signed and dated written request to the 
business manager.  All FMLA leave is subject to all applicable laws and regulations. 

Emergency, Bereavement, and Family Illness 

Eligible classified employees may be absent a maximum of ten (10) days, because of the death,                
illness, or injury of a member of the immediate family with superintendent approval. Leave              
beyond 10 days must be approved by the Board of Trustees. The district may grant a maximum                 
of (1/2) day of full pay, the rest of the balance may be taken from vacation, personal or sick                   
leave with approval of the superintendent or Board of Trustees.  

Classified employees may attend funeral services of acquaintances, without loss of pay or sick              
leave. Leave under this provision is limited to the immediate geographical area, one-half day in               
length and must be approved by the building principal or immediate supervisor.  
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Sick Leave Bank  

A sick leave bank will be administered to help support staff who suffer catastrophic illness or 
major surgery, and who have exhausted sick leave accrued in their own names.  

A committee consisting of the business manager or his designee and four employees appointed 
by the superintendent will administer the sick leave bank. Members of the sick leave bank 
committee will be established in September of each school year. Of the four employees 
appointed, two employees shall represent Wheatland-area schools, one employee shall represent 
Glendo schools, and one employee shall represent the Chugwater School.  

The sick leave bank committee will create regulations to guide their actions. These regulations 
must be ratified by the Board of Trustees. The following limitations apply to the regulations and 
activities of the sick leave bank committee:  
 

1. No support employee may draw more than sixty days from the sick  
leave bank during the period from July 1 to June 30.  

2. The sick leave bank may be used for a support employee's own  
illness or surgery and for spouse or children.  

3. Withdrawals from the sick leave bank may only be made when a  
support employee's own sick leave, personal days, and vacation days have been exhausted.  

 

Personal Leave  

Full-time (full-time is at least six (6) hours a day, five days a week) support staff employees will 
be permitted two days per year for personal leave. Support staff employees working less than six 
(6) hours per day will be granted one day of personal leave. Support staff employees may 
accumulate up to seven personal days. No more than seven personal days may be used per year. 
Personal leave will be used in 1/2 day increments.  
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The definition of "personal leave" is wholly within the discretion of the individual employee.  

Requests for personal leave must be made to the employee's immediate supervisor at least 48 
hours prior to the requested leave date. The supervisor may approve or disapprove the request.  

 

Maternity or Paternity Leave 

The purpose of the Maternity/Paternity leave policy is to provide a combination of paid and 
unpaid leave, as set forth below, to eligible employees regardless of their eligibility under the 
Family and Medical Leave Act (FMLA). 

I. The following employees are eligible for maternity/paternity leave under this policy: 
  

Classified employees who are classified as a full-time regular employee as defined by PCSD #1 
and have been employed by the district for a period of 90 days prior to the birth or placement 
(paid leave). 

Classified Employees who are eligible under FMLA must have been employed at PCSD#1: 
  
a. for at least twelve (12) months (nonconsecutive); and 
b. for at least 1,250 hours of service within the previous twelve (12) month period. Time 
paid (i.e., sick leave, vacation leave, etc.) will not be counted in calculating hours of service. 
  
For additional information, please see PCSD#1’s Family and Medical Leave Policy (GCC). 

II. One of the following leave situations must also be met for an employee to be eligible for                   
maternity/paternity leave under this policy: 

1. The birth and first year care of a child; or  

2. The adoption or foster placement of a child under eighteen (18) years of age or eighteen 
(18) years of age or older and incapable of self-care because of a mental or physical disability. 

 III. Maternity/Paternity Leave Provisions: 

 1.      Employees eligible for maternity/paternity leave under this policy may take up to twelve 
(12) weeks of leave for a birth or placement of a child as set out herein. For the purposes of this 
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policy, three (3) of those weeks (15 days) shall be compensated at 100 percent of the employee’s 
regular, daily pay, and an additional nine (9) weeks of unpaid leave is available under this policy. 

2.      For employees who are eligible for maternity/paternity leave under this policy and are also 
an eligible employee under the FMLA, the maternity/paternity leave under this policy shall count 
towards the employee’s twelve (12) weeks of unpaid leave pursuant to the FMLA. 
  
3.      When both spouses are employed by the District and are eligible employees under this 
policy, the combined amount of leave for birth or placement for adoption or foster care may be 
limited to a combined total of twelve (12) weeks. Each spouse employed by the District will 
receive three (3) weeks of paid leave, as set forth above. 
  
4.      Use of the three (3) weeks paid maternity/paternity leave described in this policy must be 
used within 90 days of the birth or placement.  When both spouses are employed by the District 
and are eligible employees, the paid leave must be used consecutively.  Special circumstances 
will be reviewed by the Superintendent and approved by the Board. 
  
5.      Employees may use accrued personal days and sick time, as applicable, toward unpaid leave. 
  
6.      The fact that multiple births or adoptions occur does not increase the length of 
maternity/paternity leave. 
 
7.      Upon termination of employment, the employee shall not be eligible for payment for any 
unused maternity/paternity leave. 
 
8.      Benefits will remain the same while an employee is on maternity/paternity leave. Employees 
on maternity/paternity leave shall maintain coverage under the District’s group health plan for 
the duration of such leave at the level and under the conditions coverage would have been 
provided if the employee had continued in employment continuously for the duration of such 
leave. The District may recover the premium that the District paid for maintaining coverage for 
the employee under the District’s group health insurance plan during any period of leave under 
this policy if the employee fails to return from leave after the period of leave to which the 
employee is entitled has expired. 
 
9.      PCSD#1 will take disciplinary action, up to and including termination or dismissal, against 
an employee who uses maternity/paternity leave for purposes other than those provided for in 
this policy. 
 
10.  An eligible employee shall initially notify his or her supervisor of the need for 
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maternity/paternity leave and include the estimated timing and duration of such leave at least 
thirty (30) calendar days in advance of the need for maternity leave, where practical. 
 
11.  If the need for maternity leave is not foreseeable, an eligible employee must give notice of 
the need to his or her supervisor as soon as practical. 

Leave for Religious Reasons  

Leave requests for religious reasons may be granted by the superintendent of schools, as a Leave 
of Absence Without Pay, or vacation time. Requests for days in excess of those provided under 
that section of this policy must be approved by the Board of Trustees.  

Leaves for Court or Jury Service  

Employees will be excused for court or jury service with no jeopardy to their employment.  

The employee must choose between the school salary or the pay provided by the court. He/she 
must return to the school district the salary or pay he/she does not choose to retain.  

Professional Leave  

Professional leaves of absence without loss of pay may be granted to employees for the 
following purposes:  

1. Attendance at state, regional, or national meetings  

2. In-service activities  

3. Other meetings approved by the immediate supervisor.  

Requests for professional leave must be submitted in writing to the employee's immediate 
supervisor at least a week in advance and must be approved by both the supervisor and/or 
Business Manager or Superintendent of Schools.  

Leaves of Absence Without Pay  

Requests for leave without pay may be granted by the Business Manager upon the employee's               
submitting the request to the building principal/immediate supervisor for a recommendation           
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subject to regulation GDBD-R. Leave without pay will be approved only after the employee has               
exhausted all paid leaves which are available to the employee. 

Employees having three (3) days of non approved leave without pay in a fiscal year may be 
subject to dismissal.  

Military Leave  

Military leave will be granted without pay to any support staff employee. Upon return from 
military leave, the employee will be placed on the salary schedule at the step he/she had attained.  
 
First Reading:  April 13, 2020 
Second Reading: May 18, 2020 


