PoOLICIES & PROCEDURES PoLicy 5400
PoLICY SECTION 5000 - PERSONNEL

PERSONNEL LEAVES

Staff may be granted leaves pursuant to the following conditions, unless the applicable
collective bargaining agreement provides otherwise:

A. LEAVE AT FULL PAY UNLESS STATED OTHERWISE. Leaves shall be with pay unless
otherwise stated. If leaves are to include expenses to be paid by the District, that also
shall be specifically stated.

B. RETURN FROM LEAVES. At the end of any leave shorter than 20 days in duration,
sabbatical leave, or sick leave which does not exhaust the staff member's accumulated
sick leave, the affected staff member is entitled to return to the position held when the
leave commenced or to an appropriate comparable position.

Except as may otherwise be specifically provided by law or District policy, a staff
member shall be entitled to a position in the District subject to the availability of a
position for which the staff member is qualified after leaves of longer duration.

C. PRIOR NOTICE OF APPLICATION. Reasonable advance notice is required for all leaves,
with specific advance notice as stated in District policy.

D. DOCUMENTATION FOR APPROVAL OF ABSENCES OR LEAVES. In order for any absences to
be approved, the District may require documentation of the reason for absence or leave.
Any documentation on matters of a sensitive nature will remain confidential unless
disclosure is required by legal action.

E. FLEXIBILITY IN GRANTING LEAVES. The Superintendent, with approval of the Board, may
grant leaves to individuals who might not otherwise be covered, or extend leave in
excess of the number of days provided by District policy, in unusual or exceptional
circumstances.

F. LEAVES PRORATED FOR PART-TIME STAFF. Part-time staff shall be entitled to leave
benefits, unless otherwise stated in District policy, provided that the length of leaves
shall be prorated according to the ratio of days and/or hours worked to the number of
days and/or hours worked by a full-time staff member in the same or a similar position.

LEGAL REFERENCES RCW 28A.400.300 Hiring and discharging employees—Leaves for
employees—Seniority and leave benefits, retention
upon transfers between schools.

AGO 1980 No. 22 Limitation on compensated leave for school district
employees
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