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SECTION:  Training  

TITLE:  Education Leave, Education Opportunity, and Training 
Leave   

NUMBER:  1600-010 

A. POLICY 

 Education Leave, Education Opportunity, and Training Leave may be used as 
outlined below. Telestaff will denote Education Leave with ELU, Education 
Opportunity with EO, and Training Leave with TL. These leaves may be available 
to attend training, education opportunities, conferences, conventions and 
seminars. 

B. PURPOSE 

 Education Leave, Education Opportunity, and Training Leave will allow the 
training office to track the number of hours used for outside education. 

C. DEFINITIONS 

 EDUCATION LEAVE (ELU): Education Leave (ELU) is available as a fifth slot on 
Telestaff to allow employees at least one guaranteed leave slot to attend outside 
classes. Every employee receives 48 hours of ELU on July 1st of every year. 
These hours cannot be rolled over or transferred to another employee. If an 
employee is out of ELU hours and an additional class is requested, the employee 
will need to provide backup leave from one of their leave banks that has sufficient 
hours accumulated. Acceptable leave banks include Vacation, Comp, Floating 
Sick, and Holiday. 

 EDUCATION OPPORTUNITY (EO): Education Opportunity Leave (EO) is 
available when the vacancy created by the requesting employee does not cause 
overtime. There is no limit to the hours of EO an employee can use, as long as 
the class has been approved by the Training Chief. It is the employee’s 
responsibility to check Telestaff upon returning from the class to see if EO can be 
applied. 

 TRAINING LEAVE (TL): Training Leave (TL) is granted when the department 
either requires or allows the employee time off to attend training events that are 
of either a mandatory or beneficial nature to the Department. TL is granted at the 
discretion of the Training Chief. 

D. PROCEDURE 

 The employee must gather information for the training, education opportunity, 
conference, convention, or seminar they wish to attend. The employee must also 



CITY OF BEND FIRE DEPARTMENT 
POLICY, PROCEDURE, AND INSTRUCTION 

 
 

  Page 2 of 2 

determine the type of leave most appropriate for the training event. This may 
require talking with the Training Chief.  

Utilizing SharePoint, the employee will submit an Education Opportunity Request 
Form to the Training Chief.  

If attendance at the class is granted, ELU or the identified backup leave will be 
entered on the Telestaff calendar.  

When the employee returns to duty, it will be the employee’s responsibility to 
check Telestaff and determine if their vacancy created overtime. If the 
employee’s vacancy did not create overtime, the employee must contact the 
Battalion Chief to have their leave changed to EO. If overtime was created for 
only a portion of the time the employee was in class, EO can be applied to the 
time that overtime was not incurred.  

If more than one employee has used ELU to take a class and overtime was 
created, ELU will remain on Telestaff for each member with ELU for the time 
period that overtime was incurred. If TL is granted, nothing further is required of 
the employee. 


