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Article 3 – ABSENCES FROM WORK 
 
Section 1 Paid Leave - Sick and Personal Leaves 
Classified employees are provided with PTO in accordance with the employee’s individual 
employment agreement or board policy, if any.  During such paid leaves, classified employees shall 
continue to receive all wages/salary and fringe benefits called for by the individual contract or 
negotiated agreement, if any. 
 
The leaves provided by the District are to be used for the purpose intended.  Abuse of leave 
privileges affects the students, other staff, and the entire District and will not be tolerated. 
 
Requests for Leave 
Advance reporting of the need to take a leave is important.   A classified employee who becomes ill 
and is unable to work is to contact her/his supervisor as soon as possible.   Before the end of the 
school day on the first day of the sick leave, and on each subsequent day of absence, a report should 
be made by the immediate supervisor to the superintendent as to whether the classified employee 
will be able to return to duty on the next duty day.   For illnesses or medical situations where the 
need for the leave can be determined in advance, the classified employee is to make such advance 
report of need for leave as possible. 
 
For personal and other leaves, a Request for Leave form is to be submitted to his/her immediate 
supervisor at least five school days prior to the leave, or such other advance notice as is practicable 
under the circumstances. 
 
Return from Leave 
Upon return from leave, classified employees are to review information supplied by the substitute 
classified employee as to progress made in the classified employee’s area of responsibility, where 
available.  The substitute should be contacted directly if the written information supplied is not 
adequate. 
 
A classified employee who is absent for any period of time because of injury requiring care from a 
physician or health care provider, or for a period of one week or more due to illness, must present a 
written statement to the Superintendent from the classified employee’s physician or health care 
provider stating that the classified employee is physically able to return to duty.  This statement is 
to be presented in person before the classified employee returns to duty in order that the present 
stage of convalescence can be observed and discussed. 
 
Section 2 Payroll Deductions for Absences in Excess of Paid Leave 
Should an employee be absent from work in excess of the employee’s accumulated sick leave or 
other paid leaves, the employee’s salary shall be reduced by the day or days of work missed.  In the 
case of hourly employees the reduction will be made on an hourly basis.  In the case of salaried 
employees the reduction will be made on a per diem basis calculated using the number of days 
missed as the numerator, and the number of total contract days for the school year as the 
denominator.  
 
Section 3 Leaves of Absence 
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A classified employee may apply to the Board of Education for a leave of absence from the 
classified employee’s duties.  The Board of Education will consider such requests on a case-by-case 
basis.  No leave of absence shall extend beyond one school year.  All leaves of absence shall be 
without pay except for the payment of health insurance benefits as may be required under 
applicable state or federal laws. 
  
Section 4 Jury Duty 
An employee who is summoned for jury service shall promptly notify the employee’s immediate 
supervisor of such summons.  The employee’s salary will continue during time spent in jury 
service, and no deduction of leave time shall occur, except that the District may reduce the pay by 
an amount equal to any compensation, other than expenses, paid by the court for jury duty.  
Employees are to notify their supervisor of the amount received for such jury duty. 
 
If an employee, upon reporting for jury duty in the morning, is dismissed from jury duty for the 
remainder of the day, the employee is to report for duty and resume duties for the balance of the 
day.  When an employee is entirely dismissed from jury duty, the employee is directed to report for 
duty. 
 
Employees are expected to promptly notify the employee’s immediate supervisor of any other form 
of legal summons which may require an absence from duty.  In the event the summons involves a 
school-related matter, the matter shall be treated similar to a jury duty absence.  In the event the 
summons involves a personal matter, the employee will be required to use available leave days.  
 
Section 5 Military Leave 
Employees who are members of the National Guard, Army Reserve, Naval Reserve, Marine Corps 
Reserve, Air Force Reserve, or Coast Guard Reserve (hereinafter, “reserves”), are entitled to a 
military leave of absence from their respective duties, without loss of pay, when employed with or 
without pay under the orders or authorization of competent authority in the active service of the 
state or of the United States. Employees who normally work or are normally scheduled to work 120 
hours or more in three consecutive weeks shall receive a military leave of absence of 120 hours 
each calendar year.  Employees who normally work or are normally scheduled to work less than 
120 hours in three consecutive weeks shall receive a military leave of absence each calendar year 
equal to the number of hours they normally work or would normally be scheduled to work, 
whichever is greater, in three consecutive weeks. Such military leave of absence may be taken in 
hourly increments and shall be in addition to the classified employee’s regular annual leave.   
 
 
When the governor of this state shall declare that a state of emergency exists, and any employee 
who is a member of the reserves is ordered to active service of the state, the employee shall be 
granted a state of emergency leave of absence until released from active service by competent 
authority.  The leave of absence shall not be a military leave of absence; other forms of leave may 
be granted.  The employee shall receive normal salary or compensation minus the state active duty 
base pay the employee receives in active service of the state.    
 
 
Section 6 Family and Medical Leave Act 
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The Family and Medical Leave Act (FMLA) provides for 12 weeks of job-protected unpaid leave in 
a 12-month period to eligible employees in specified circumstances.  A publication provided by the 
federal government which provides more information about FMLA leaves is attached as Appendix 
“B” to this handbook.  Some specifics regarding FMLA leave at Pierce Public Schools: 
 

a. The plan year for FMLA is a rolling year.  A rolling year is a 12-month period measured 
backward from the date an employee uses any FMLA leave. 

 
b. Employees will be required to substitute remaining applicable paid leave prior to using 

unpaid leave.  In other words, the total of job-protected paid and unpaid leave is 12 
weeks. 

 
If you need to take an FMLA leave, or have any questions regarding an FMLA leave, you should 
contact the Superintendent.  


