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ADMINISTRATIVE REGULATION                           Workforce 

  

Leave-Substitute Payment Responsibility DEC(R3)    DEC(R3)        

  
Personal Leave 

When the absence is for personal leave, the district will cover the cost of a substitute for: 

●​ A classroom teacher, nurse, and pre-kindergarten aide, co-curricular aide, bilingual aide, ISS 

aide or special education aide.   

●​ A library media technology specialist if coverage is necessary to for co-curriculum rotation.  

●​ An elementary counselor.   

The department/campus will be responsible for the cost of a substitute for any other filled position when 

the absence is personal.   

Sick Leave 

When the absence is illness related, the district will cover the cost of a substitute for: 

●​ A classroom teacher, nurse, and pre-kindergarten aide, co-curricular aide, bilingual aide, ISS 

aide or special education aide.   

●​ A library media technology specialist if coverage is necessary for co-curriculum rotation.   

●​ An elementary counselor.   

The department/campus will be responsible for the cost of a substitute for any other filled position when 

the absence is illness related.   

Family Medical Leave Act Exception 

If a position (not identified above) is deemed critical by both the Principal and the Leadership Executive 

Director, the district will pay for a substitute if the employee’s absence is covered by the Family Medical 

Leave Act and the employee has completed and submitted the proper documentation to the Human 

Resources Benefits Department.  

Vacant Positions 

When the absence is due to a vacant position, the district will cover the cost of a substitute for: 

●​ A classroom teacher, nurse, and pre-kindergarten aide, co-curricular aide, bilingual aide, ISS 

aide or special education aide.   

●​ A library media technology specialist if coverage is necessary for co-curricular rotation.  

●​ Any level counselor. 

 

The department/campus will be responsible for the cost of a substitute for any other vacant position. 

 

Professional Leave 

The district will cover the cost of the substitute necessary to cover a professional leave absence as specified 

in AR Leave – Professional Leave for Attending Professional Meeting DEC (R2). 

 

Professional Development Leave 
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When the absence is due to district required professional development, the district will cover the cost of a 

substitute for: 

 

●​ A classroom teacher, nurse, and pre-kindergarten aide, co-curricular aide, bilingual aide, ISS 

aide or special education aide.   

●​ A library media technology specialist if the coverage is necessary for co-curricular rotation.  

●​ An elementary counselor. 

The department/campus will be responsible for the cost of a substitute for any other position or for any 

position when the absence is due to any non-district required professional development.  

Other Absences 

 

The district will cover the cost of a substitute for: 

●​ The absence of a teacher, nurse, and counselor (elementary) to attend a SIT (RtI) or 504 

meeting. 

●​ The ½ day absence to allow a secretary to participate in the Secretaries Meeting (whether in 

person or on-line) facilitated by the Learning function.   

●​ The ½ day absence to allow a paraprofessional or operational support employee to attend the 

Non-exempt Employee Advisory Committee (NEAC).   

The department/campus will be responsible for the cost of a substitute for: 

●​ A teacher, nurse, counselor, library media technology specialist, and/or educational aide to 

cover absences not identified above, such as, but not limited to, ARD meetings, field trips and 

non-district required professional development.  

●​ Any position or reason not identified above.   

Whether the employee is in a leave or dock status does not change the budget responsibility. 

Summary of Leave-Substitute Payment Responsibility 

 

If Personal Leave/Sick Leave/Vacant Position/District required Professional Development (including 

Secretary and NEAC Meetings) 

 

DISTRICT BUDGET 

●​ Teachers 

●​ Nurses  

●​ Library Media Technology Specialist   

●​ Counselors (only as specifically outlined in the Administrative Regulation) 

●​ Campus secretary to attend ½ day Secretaries Meeting facilitated by Learning function 

●​ Non-exempt to attend ½ day NEAC 
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CAMPUS BUDGET 

●​ Any positions not identified above 

●​ Any position for reasons not listed above, i.e., field trips and non-district required 

professional development meetings 
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