Employee is Absent from Work

Personal illness; family illness;
death or emergency in immediate
family; or active military leave

NON-DISCRETIONARY LEAVE

v

(Choose: "Available for Sick
Leave"

~

*Note exception for Partial Leave

if LOCAL LEAVE is
available

N

if STATE SICK LEAVE
is available (pre 1996)

T

if STATE PERSONAL
LEAVE is available

if LOCAL PARTIAL
LEAVE is available
*choose Partial Leave

Paid

PAID

PAID

PAID

e
e
e

Partially

T

Personal Reasons - must be
scheduled in advance and
approved by supervisor.

DISCRETIONARY LEAVE

v

( N \
Choose: "Available for Personal

Business Reasons (School
Business, Workshops, Official
Travel, Jury Duty, etc.)

PROFESSIONAL LEAVE

v

(Choose: "Paid School Business A

Leave"

. J

if STATE PERSONAL
LEAVE is available (no
more than 5 per year)

PAID

if no LEAVE is available
or if you exceed 5 in
one year

Employee
Docked at
daily rate

if no LEAVE is available

s
.

Employee Docked at
daily rate

Work Day"

- J

if approved by
supervisor

For Paraprofessionals:

Generally speaking, Comp Time
should be used before using
Leave. Contact the HR office
for more information.
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