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March 19, 2025

RE:	Addressing Unpaid Leave with Non-Represented Staff

It is the Principals’ responsibility, within their respective schools, to establish a system for tracking and communicating paid leave time balances, and the timing and manner in which this data will be reported to them. 
The school Administrative Assistant and/or whomever is responsible for monitoring leave time balances will need to track leave balances and communicate the information to you. 
It is recommended to begin the following process of communications with an employee when five (5) days (35 hours) of available leave time remains for that employee.  
1) Leave Balance Notice Template – Informal Meeting: First meeting and letter to be used when only five days/35 hours remains available for an employee
This meeting and letter should be used to advise the employee that they are running out of paid leave time.  It is also to provide the employee with additional information and access to ADA, FMLA, etc..... should they need it. 
NOTE: Requesting unpaid leave time through the Superintendent is not for an unpaid day here and there, those requests are for extenuating circumstances only.  

2) Unpaid Leave Notice Template – Advisory: Second meeting and letter to be used when an employee has moved into taking unpaid leave due to no accrued leave remaining 
This meeting and letter should be used to remind the employee of your conversation during the informal meeting (#1 above), to put the employee on notice that they have exhausted their leave time and are now in unpaid status.  This is also a time to remind the employee that going into unpaid status means they may be failing to provide student services as required and that they are not fulfilling their contractual obligation which can lead to disciplinary action up to and including termination of employment.
3) Unpaid Leave Final Notice Template – IA Follow-Up Meeting: Third meeting and letter to be used if an employee continues to take unpaid leave following the IA meeting noted under #2 above
This meeting and letter will provide details from the initial two meetings, and act as a final notice and final communication to the employee that next steps will result in disciplinary action up to and including termination of employment.  


Template #1: Leave Balance Notice – Informal Meeting [remove this line before sending]
<DATE>

<EMPLOYEE NAME>
<ADDRESS> 

Dear <NAME>, 

I am writing to remind you that as a Non-Represented benefited employee you are granted paid leave time. To date, you have used _____combined paid leave days and have  _____ paid days remaining for the entire school year.  You may be entitled to medical leave under FMLA, VPFLL, or ADA for a serious health condition or disability. 
Employees are not automatically entitled to unpaid leave.  If you have exhausted your paid leave and are not entitled to FMLA, VPFLL, or ADA leave, you must attend work unless you are approved for unpaid leave.  Requests for long-term unpaid leave are granted at the discretion of the Superintendent.  Unless you are granted unpaid leave you must attend work.  Failure to attend work may result in disciplinary action up to and including termination of employment.  
Please let us know if you have any questions or need additional information. 

Thank you, 


<Name of Signer>
<Title>
<SCHOOL>
<Contact Info>





Template #2: Unpaid Leave Notice – Initial Advisory Meeting [remove this line before sending]
<DATE>

<EMPLOYEE NAME>
<ADDRESS>

Dear <NAME>,

I am writing to inform you that you have exhausted your paid leave time. As previously communicated to you on [DATE], you may be entitled to medical leave under FMLA, VPFLL ,or ADA leave for a serious health condition or disability.  To date, we have not received a request from you for FMLA, VPFLL, or ADA leave.  
Failure to attend work may result in disciplinary action up to and including termination of employment.  
Please let us know if you have any questions or need additional information.  

Thank you, 


<Name of Signer>
<Title>
<School>
<Contact Info>








Template #3: Unpaid Leave Final Notice – [remove this line before sending]
<DATE>

<EMPLOYEE NAME>
<ADDRESS>

Dear <NAME>,
 
On [DATE or DATES], you failed to report to work.  By letters dated [DATE] and [DATE], we informed you of your rights and obligations concerning leave as a Non-Represented benefited employee.  You have not been approved for unpaid leave.  If you do not return to work on [DATE], your employment may be terminated.  If you fail to report for work any subsequent days this school year, you may be terminated. 

Thank you,


<Name of Signer>
<Title>
<School>
<Contact Info>
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