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Support Staff Leaves and Absences 

The same policies that apply to leave for emergency and personal reasons, professional leave and 
extended leaves of absence that have been established for the instructional staff also shall apply to 
members of the support staff. 

Personal Business Leave 

Three days of personal business leave shall be allowed per year. These days are subject to the 
approval of the administration. All unused personal days may be carried over into the next school year 
as sick leave days.  

Federally-mandated family leave 

The provisions of this section shall apply to all family and medical leaves of absence except to the 
extent that paid leaves are covered under other Board policies for any part of the 12 weeks of leave to 
which the employee is entitled. If an employee is entitled to paid leave under another policy, the 
employee shall take the paid leave first. 

To be eligible for leave under this policy, an employee shall have been employed for at least 12 months 
and shall have worked at least 1,250 hours during the 12-month period preceding the commencement 
of the leave. An eligible employee shall be entitled to a combined total of 12 weeks' leave per year 
under particular circumstances that are critical to the life of a family. 

Leave may be taken upon the birth and for the first-year care of the employee's child; upon the 
placement of a child with the employee for adoption or foster care; when the employee is needed to 
care for a child, spouse or parent who has a serious health condition; or when the employee is unable 
to perform the functions of his position because of a serious health condition. 

Spouses who are both employed by the district shall be entitled to a total of 12 weeks of leave (rather 
than 12 weeks each) for the birth or adoption of a child or for family illness. 

Entitlement for child care leave shall end after the child reaches age one or 12 months after adoption or 
foster placement. Leave to care for a child shall include leave for a step-parent or person in loco 
parentis. 

The district shall maintain coverage under any group health insurance plan for any employee who is 
granted an approved leave of absence under this policy for the duration of the leave (up to 12 weeks). 
Such coverage shall be maintained at the same level and under the same conditions as coverage 
would have been provided if the employee were not on leave. The district reserves the right to seek 
reimbursement for this benefit in the event that an employee elects not to return to work, as 
allowed by law. 

Reinstatement shall be determined in accordance with any applicable Board policies, If the employee 
on leave is a salaried employee and is among the highest paid 10 percent of district employees and 
keeping the job open for the employee would  result in substantial economic injury to the district, the 
employee may be denied reinstatement provided the district notifies the employee of the its intent to 
deny reinstatement at the time the economic hardship occurs and the employee elects not to 
return to work after receiving the notice. 

The superintendent is directed to develop procedures to require appropriate medical certifications, 
notification and reporting which are consistent with law. The procedures shall describe how the district 
will post notice concerning the federal law and other steps the district shall take to inform employees of 
its requirements. 
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Adopted December 15, 1992 
Revised September 28, 1993 
               November 24, 2009 
 

LEGAL REF.:   29 U.S.C. 2601 et seq. (Family and Medical Leave Act) 
 29 C.F.R. Part 825 (regulations) 

Note: This law provides that the district shall not be in violation of other federal laws such as those governing the district's 
responsibility to educate handicapped children solely as the result of an eligible employee taking family, medical leave. 

CROSS REFS.:    GCCAB, Instructional Staff Personal/Emergency/Legal/Religious Leave (and Bereavement 
Leave) 
GCCAE, Instructional Staff Training/Conferences/Workshops 
GCCAG*, Instructional Staff Extended Leave of Absence 


