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335. FAMILY AND MEDICAL LEAVES

The purpose of this policy is to address specific leave of absence issues and to
ensure the district's compliance with the Family Medical Leave Act, hereinafter
referred to as FMLA.

The Board shall provide eligible administrative employees with unpaid leaves of
absence in accordance with the Family and Medical Leave Act, hereinafter referred
to as FMLA.

The Board shall deny a request for a leave when an employee does not comply with
Board policy and administrative regulations.

The Superintendent shall develop and disseminate administrative regulations to
implement FMLA leave for eligible employees.

The district shall post, in conspicuous places in the district customarily used for
notices to employees and applicants, a notice regarding the provisions of the FMLA
and the procedure for filing a complaint.

All employees are obligated to strictly follow this policy and administrative
guidelines when requesting an FMLA. It is the responsibility of all employees to
substantiate and certify the need for the utilization of this policy.

Required notices shall be posted by the district.

Guides advising employees of their rights and responsibilities shall be developed and
posted. The guides shall be given to employees upon request; whenever an employee
requests an FMLA leave; and whenever the district designates a leave as an FMLA
leave.

All requests for leave, both FMLA leave and non-FMLA leave, shall be made in
writing on a district form. The form shall request sufficient information to determine
whether the leave qualifies as an FMLA leave.
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29 U.S.C.
Sec. 2612

29 U.S.C.
Sec. 2612

If the employee requesting an FMLA leave qualifies for and is entitled to any paid
leave under a collective bargaining agreement, district policy or statutory mandate,
the employee may utilize such leave during the FMLA leave, at his/her discretion.

Medical certification forms shall be required whenever allowed or authorized by
provision of the FMLA.

Employees shall be required to provide a fitness-for-duty certificate upon returning
from an FMLA leave when the leave was taken because of the employee's own
serious health condition, except where such a requirement would be in violation of a
collective bargaining agreement or where the employee has taken a paid leave
concurrent with the FMLA leave and school district policy and practice has not
required a fitness-for-duty certificate to be provided.

Seniority shall accrue for all purposes during FMLA leaves, and credit shall be given
during FMLA leaves for accruals for other leaves.

Eligible employees shall be provided up to twelve (12) weeks of unpaid leave in a
twelve-month period, except employees on leave to care for a covered
servicemember shall be provided up to twenty-six (26) weeks of leave in a twelve-
month period.

An employee will be denied intermittent leave or leave on a reduced leave schedule
to care for an immediate family member (spouse, child, parent) with a serious health
condition, or if the employee has a serious health condition when:

1. The employee fails to establish, through medical certification, that there is a
medical need for such a leave (as distinguished from voluntary treatments and
procedures).

2. The employee has failed to establish, through medical certification, that it is
medically necessary for the leave to be taken intermittently on a reduced leave
schedule.

Eligibility for an FMLA leave shall be based entirely on the eligibility criteria
established by the FMLA. This policy shall not be construed to expand eligibility for
an FMLA leave beyond what is required by the law.

The district will comply with the recordkeeping requirements of FMLA. Except as
set forth in this policy, the district reserves the right to exercise all discretion
afforded it pursuant to the FMLA. To the extent that this policy employs terms that
are defined in the FMLA or in the regulations interpreting it, those definitions are to
be incorporated into this policy and administrative guidelines.
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References:
Family and Medical Leave Act—29 U. S. C. Sec. 2601 et seq.

Family and Medical Leave, Title 29, Code of Federal Regulations —
29 CFR Part 825

Board Policy — 000, 813
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No. 336

SECTION:  ADMINISTRATIVE
EMPLOYEES

MONTRO SE AREA TITLE: PERSONAL NECESSITY LEAVE
SCHOOL DISTRICT ADOPTED: July 11, 2003

REVISED:

1. Purpose

2. Authority
SC 510, 1154

3. Guidelines

SC 1154

SC 1154

336. PERSONAL NECESSITY LEAVE

This policy shall provide for an administrative employee's absence for personal
necessity when not otherwise covered by policy.

The Board has the authority to specify reasonable conditions under which personal
necessity leave may be granted, the type of situations in which such leave will be
permitted, and the total number of days that may be used in any school year for such
leave.

Personal Leave

Personal leave days with pay shall be granted to administrative employees in
accordance with provisions of the administrative compensation plan or individual
contract.

Bereavement Leave

When an administrative employee is absent from duty because of a death in the
immediate family, there shall be no deduction in salary for an absence of three (3)
school days. The Board may extend the period of absence, at its discretion.
Immediate family shall be defined as father, mother, brother, sister, son, daughter,
husband, wife, parent-in-law, step-family member, near relative who resides in the
same household, or any person with whom the employee has made his/her home.

When an administrative employee is absent from duty because of the death of a near
relative, there shall be no deduction in salary for absence on the day of the funeral.
The Board may extend the period of absence, at its discretion. Near relative shall be
defined as first cousin, grandfather, grandmother, aunt, uncle, niece, nephew, son-in-
law, daughter-in-law, brother-in-law, sister-in-law or step-family member.

Paid time off for district representatives to attend funerals not involving relatives
shall require the approval of the Superintendent.
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SECTION:  ADMINISTRATIVE
EMPLOYEES

MONTROSE AREA TITLE: VACATION
SCHOOL DISTRICT ADOPTED: July 11, 2003

REVISED:

1. Purpose

2. Authority

3. QGuidelines

337. VACATION

Administrative personnel employed to work twelve (12) months or other schedules
considered full time shall be provided paid vacation.

The Board shall provide vacation days for administrative employees consistent with
the employee's request and convenience while considering the district's operating
and management needs.

Vacation time shall be granted in accordance with provisions of the administrative
compensation plan or individual contract.
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SECTION:  ADMINISTRATIVE
EMPLOYEES

MONTRO SE AREA TITLE: SABBATICAL LEAVE
SCHOOL DISTRICT ADOPTED: July 11, 2003

REVISED:

2.

. Purpose

Authority
SC 1166
SC1171
Guidelines
SC 1166

SC 1166

SC 1167

338. SABBATICAL LEAVE

This policy shall establish the district's parameters for granting sabbatical leaves for
restoration of health for eligible employees.

The Board shall grant sabbatical leaves to administrative employees only for the
purpose of restoration of health.

The Board reserves the right to specify the conditions under which sabbatical leaves
for restoration of health may be taken, consistent with law.

Eligibility

To be eligible for sabbatical leave, an employee shall have completed ten (10) years
of satisfactory service in the public schools of the Commonwealth; at least five (5)
consecutive years of such service shall be in this school district.

A sabbatical leave may be taken for a half or full school term or for two (2) half
school terms during a period of two (2) years, at the employee's option.

The total number of administrative employees on sabbatical leave at any one time
shall not exceed ten percent (10%) of the number of eligible employees.

Application

Requests for sabbatical leave shall be submitted on the approved district form and
forwarded with medical documentation to the Superintendent or designee as soon as
possible.

The Board shall review each application for sabbatical leave and shall approve those
meeting the requirements of adopted policy.
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SC 1171

SC 1168

SC 1168

SC 1170

SC 1169

SC 1166

Documentation

Applicants for sabbatical leave shall submit with the application form an official
supporting medical statement and recommendation from his/her physician.

At both the approximate midpoint of the leave and at least thirty (30) days prior to
the conclusion of the leave, a physician's statement shall be submitted to the
Superintendent or designee, indicating the extent to which the purpose of the leave
has been achieved and evaluating the health status of the employee relative to his/her
ability to return to employment.

The Board reserves the right to require at its own expense additional examinations
and reports by physicians of its choice to determine the validity of the leave request.

Commitment of Employee

Acceptance of a sabbatical leave incurs a commitment by the employee to return to
active duty in this district immediately following the sabbatical leave for one (1) full
school year, unless physically or mentally unable to do so.

The Board reserves the right to require at its own expense additional examinations
and reports by physicians of its choice to determine the employee's ability to return

to work.

Commitment of Employer

At the expiration of the sabbatical leave, the employee shall, unless agreed
otherwise, be reinstated in the same position held at the time of the granting of the
leave.

Time on sabbatical leave shall be counted as time on the job for purposes of
seniority, where applicable in the district, and for retirement fund purposes but for
no other purpose.

Compensation

During the period of sabbatical leave, an employee shall be compensated at least
one-half the salary to which s/he would have been entitled had the employee not
taken leave.

A sabbatical leave granted for restoration of health shall also serve as a leave of
absence without pay from all other school activities.
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SECTION:  ADMINISTRATIVE
EMPLOYEES

MONTROSE AREA TITLE: COMPENSATED
SCHOOL DISTRICT

PROFESSIONAL LEAVES
ADOPTED: July 11, 2003

REVISED:

1. Purpose

2. Definitions
SC 1166.1

SC522.2

3. Authority
SC 1166.1, 1171

SC 522.2

4. QGuidelines

SC 1166

338.1. COMPENSATED PROFESSIONAL LEAVES

This policy shall establish the district's parameters for granting professional
development and classroom occupational exchange leaves for eligible administrative
employees.

Professional Development Leave - shall be defined as a leave of absence granted
for the purpose of improving professional competency or obtaining a professional
certificate or commission. Such leave shall be directly related to an employee's
professional responsibilities, as determined by the Board, and be restricted to
activities required by state regulation or law, or completed to improve professional
competency.

Classroom Occupational Exchange Leave - shall be defined as a leave of absence
granted for the purpose of acquiring practical work experience in business, industry
or government.

The Board shall have sole authority to adopt and enforce policy establishing the
conditions for approval of a professional development leave. All requests for such
leave shall be subject to review by the Board. The Board may approve or reject a
proposed plan for professional development leave.

The Board may grant a leave to eligible employees for classroom occupational
exchange leave for the specified purpose.

PROFESSIONAL DEVELOPMENT LEAVE
Eligibility

To be eligible for professional development leave, an employee shall have
completed ten (10) years of satisfactory service in the public schools of the
Commonwealth; at least five (5) consecutive years of such service shall be in this
school district.
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