
34. LEAVE  
The governance board respects the individual needs of employees to have access to proper 
amounts of leave time. Leave time will be provided for employees to be absent when necessary. 
To protect employees against loss of salary due to certain absences, employees are eligible for 
paid absences as set out herein. Employees shall complete the appropriate leave form prior to 
taking said leave unless prevented by an emergency, in which case they are to complete the form 
as soon as possible. 

Employees should make requests sufficiently in advance of the need for the leave, unless 
circumstances prevent such, to provide the school reasonable time to cover the employees’ 
duties. 

Employees’ leave days will be calculated based on contractual hours. 

The following is how the district will administer its leave policy. 

A. The principal or his/her designee will administer leave policy for their respective site. 
B. The following is a list of the leave provided by the district: 

1. Family Leave (FMLA) 
2. Sick Leave 

3. Personal Leave 
4. Emergency Medical Leave 

5. Emergency Leave 
6. Bereavement Leave 

7. Military Leave 
8. Legal Leave    

The governance board further would like to express its confidence in the faculty for their 
expression of professionalism and judicious use of leave time. If the principal has cause to find 
the reason for leave has not been substantiated, they will inform the employee and 
superintendent of their concern. The principal or their designee shall initiate an investigation of 
the matter. In conducting such, the employee may be required to submit appropriate evidence 
concerning the cause of his/her absence in order to qualify for the leave benefits. 

If necessary, a hearing before the governance board shall be scheduled for consideration of 
disciplinary action against the employee. Abuse of leave is cause for and will result in 
disciplinary action which can range from a verbal warning to termination. Verbal warnings will 
be noted in the employee’s file. Any discipline to be imposed will be pursuant to the school’s 
discipline policy herein. The following are examples of abuse of leave, which may lead to 
disciplinary action: 



(1) a pattern of taking leave on Fridays and the Mondays; (2) a pattern of taking leave on the day 
before or after a holiday; (3) misrepresenting the actual reason for the need of the leave; (4) 
exceeding the days allowed for the leave when the leave has been exhausted; (5) a pattern of 
taking the leave the day after payday; and/or (6) working elsewhere during the leave.  

Leave may be denied by the principal if they believe the student population will be underserved.  

Immediate family, for leave purposes, shall be defined as spouse, parent, guardian, child, ward, 
brother, sister, grandparent, grandchild, or each similar relationship established by marriage. 
Family is defined differently for purposes of the Family and Medical Leave Act (FMLA) which 
is described therein. 

 


