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Employees of ESU 2 shall be granted leave from work, as provided below:


Personal

1. Full Time Equivalent (FTE) employees shall be eligible for two days of personal leave each year.  Personnel employed 50% FTE or greater shall receive leave proportionately.  Personnel employed 49% FTE or less shall not be eligible for leave. 

2. Requests for personal leave must be submitted five (5) days in advance to one’s immediate supervisor on the approved attendance system.  Personal leave day(s) will not be granted immediately preceding or following a scheduled holiday; or towards the end of a 185 day contract year.

3. Unused personal leave can be accumulated to a maximum of four (4) beginning each fiscal year.
4. Upon separation: Personal Leave has No Cash Value.

Vacation 

1. Paid vacation leave is available to twelve (12) month employees only; and only after three (3) months of employment.

2. 12 month employees shall have available paid vacation days each year of continuous service, as follows:  



Years of Employment 

Days Available per Year


0 – 2




10 days



After 2 full years 


15 days



After 10 full years


20 days



After 20 full years


30 days

“After ___ full years” shall mean completion of calendar years following the July 1st fiscal year date.  


3.
Eligible employees have vacation days earned at a rate of one (1) vacation day per twenty-two (22) contract working days, up to the maximum days permitted. 


4.
Vacation days may be used during the first year of employment only after vacation days have become available at the time and rate indicated in items: 1 and 3.

5.
Requests for vacation must be submitted five (5) days in advance to one’s immediate supervisor on the approved attendance system.  


6.
The maximum number of unused vacation days an employee may carry forward or accrue shall be ten (10) days; therefore, the maximum possible for one to accumulate and use in a given year will be 10 days plus the number earned during that year. 


7.
Upon separation: Vacation Leave is paid at the current per diem amount the month following separation.

Sick/Illness

1. Employees shall be eligible for one day of sick leave for every month of service to ESU 2. Personnel employed 50% FTE or greater shall receive leave proportionately.  Personnel employed 49% FTE or less shall not be eligible for leave. 
2. Sick leave shall be cumulative from year to year not to exceed sixty (60) days.

3. Time granted under this leave may be used for personal illness or because of serious illness of the employee's and spouse’s immediate family.  Immediate family shall mean husband, wife, children, parents, grandchildren, grandparents, brothers, sisters, brothers-in-law, sisters-in-law or persons bearing the same relation to the spouse.  This policy includes stepfamily members or dependents in the home.

4. Requests for sick leave must be submitted to one’s immediate supervisor on the approved attendance system.

5. If the administrator so requests, employees claiming sick leave shall provide a doctor's certificate attesting to such illness.  Willful failure to comply with such a request will result in disciplinary action, up to and including termination of employment.

6. A salary deduction shall be made from the next regular pay-check of any employee whose days absent due to illness exceeds accrued sick leave as defined by this policy.

7. ESU 2 employees are authorized to administer a sick leave bank program and shall design/enforce the rules.  All staff may choose to participate, but participation is not obligatory.  Nothing in the sick leave bank plan shall change existing Board policy regarding sick leave.

8. Upon separation: Sick Leave has No Cash Value unless the employee meets the Retirement Requirements (Policy 5460)

Bereavement

1. Employees may use up to five (5) days of bereavement leave per year for deaths in their family or that of a personal friend.  

2. Requests for bereavement leave must be submitted to one’s immediate supervisor on the approved attendance system

3. Additional bereavement days (beyond the five allowed in #1 above) may be charged as sick leave, personal leave, or unpaid leave.

All employees are to complete the necessary requests using the approved attendance system for each form of leave.  Failure to do so may result in loss of pay.

Any leave request not covered by Board Policy or Negotiated Agreement shall be decided by the Administrator.

Benefits based on Early Retirement separation shall be found in Policy 5460.

The administrator has the authority to approve or disapprove any request for leave with pay.  Any appeal of the Administrator’s decision shall be provided to the Board in writing.
Date of Adoption:
09/17/2001
Date of Review:
12/16/2024
Date of Revision:
 07/20/2020

