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FAM LY AND MEDI CAL LEAVE

Fam |y and nedical |eave (FMLA) shall be subject to the requirenents of
the Fam |y and Medi cal Leave Act of 1993.

LEAVE OF ABSENCE

A leave of absence wll be governed by the following regulations and
procedures:

1. A witten request for a |eave of absence nust be submtted to the
Director of Human Resources, with a copy to the Superintendent, not
I ess than ten (10) days prior to the tine the |leave is to conmence.

2. Any administrative enpl oyee who has been granted a | eave of absence and
wi shes to return nust notify the Director of Human Resources in witing
that he/she be considered for assignnment for which such enployee is

qual i fi ed.

3. Sick leave days established at the tinme of departure on an approved
| eave of absence shall be restored when the person returns to
enpl oynent .

4. Enpl oyees on | eave of absence may continue insurance coverage by paying
the prem uns on a schedul e as determ ned by the Business Ofice
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Admi ni strative enployees will earn fourteen (14) days of sick |eave per year
Sick leave days will be prorated for those partial nonths as determ ned by
the approved school cal endar. Sick leave days are prorated in half-day
i ncrements. On July 1 enployees will be awarded the nunber of sick |eave
days which they would normally earn during the year between July 1 and June
30. New enpl oyees will be awarded the nunber of sick |eave days to which
they are entitled for the period between the commencenent of enploynment and
July 1. Sick | eave days nay be taken as full or half days.

Any admi ni strative enployee who nust be absent from duty nust notify his/her
i mredi at e supervisor as soon as possible after the necessity for absence is
known. The reason for the absence and anticipated |ength of absence nust be
reported.

Sick leave for extenuating circunstances, which is allowed at the discretion
of the Board of Trustees, or designee, as described in Policy 7129, nust be
requested in witing in advance of such absence. A witten response wll be
made to such requests by the Superintendent, or designee.

PREGNANCY/ CHI LD BEARI NG

Pregnancy/child bearing will constitute illness only during such period when
the enployee is physically unable to perform duties as certified by the
enpl oyee' s physi ci an. The enployee will be expected to return to work as
soon after the baby's birth as physical condition will permt as certified by
a physician or take child rearing | eave.

BEREAVEMENT

Up to 5 days leave may be taken by enployees for the purpose of attending
funerals of menbers of the inmediate famly, i.e., spouse, enployee's (or
spouse's) child, parent, brother, sister. An extension of this |eave may be
granted at the discretion of the Superintendent or designee. Time for
attending the funeral of a close friend, associate or relative may be all owed
at the discretion of the Superintendent or designee. Ext ensi on  of

bereavenent |eave or tinme to attend the funeral of a close friend, associate
or relative is to be requested in advance of absence in witing to the
Superi nt endent . Days used for bereavenent |leave will be deducted from the
enpl oyee' s sick | eave entitlenent.

M LI TARY LEAVE

Sane as Procedure 7172.

LEAVE FOR JURY DUTY

Sane as Procedure 7175
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PERSONAL LEAVE

Admi ni strative enployees who wish to take personal |eave should notify their
i medi ate supervisor of their intention forty-eight (48) hours in advance.
In an energency when forty-eight (48) hours cannot be given, permission to
use such | eave shall be left to the discretion of the i medi ate supervisor.

VACATI ON

The practical application of the vacation policy shall rest wth the
enpl oyee' s i nmedi ate supervi sor. Annual vacation shall be scheduled by the
enploying departnent or building at a tinme nobst convenient to the work
schedule of the departnment or building, but in so far as possible, in

accordance with the wi shes of the enployee in any anpbunt up to the total of
earned vacation credits.

CH LD REARI NG LEAVE
Child rearing leave is an extended | eave of absence granted enpl oyees for the
purpose of caring for or rearing their child.

Requests for child rearing |eave of absence nust be submtted in witing to
the Director of Hunman Resources with a copy to the enployee's inmmediate
supervisor at least fifteen (15) days prior to the tine the leave is to
conmence.

The maxi mum anount of child rearing leave will be two (2) years.

Adm ni strative enpl oyees who are on child rearing |eave and wish to return to
active service nust subnmt a witten request to the Director of Hunman
Resources at least thirty (30) days prior to the tinme such enployee intends
to return to work. The enployee will return to the position held prior to
the |l eave or to another position for which such enployee is qualified.

See formposted on District website.



