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TYPES OF LEAVES

Leaves may be granted to employees by the Board based on state or federal law,
policy, employee agreements and/or employment contracts.

Such leaves may include but are not limited to the following classifications:
Sick Leave
Earned Paid Sick Leave

Per A.R.S. 23-372, each employee shall accrue one (1) hour of earned paid sick
time (EPST) for every thirty (30) hours worked. This includes full-time, part-time,
and temporary employees. Employees who are exempt from overtime under the
Fair Labor Standards Act (FLSA) are assumed to work forty (40) hours per week
for EPST purposes, unless their normal week is less than forty (40) hours.

In districts with fifteen (15) or more employees, an employee shall not be entitled
to accrue or use more than forty (40) hours of EPST per year, unless the district
selects a higher limit.

In districts with fewer than fifteen (15) employees, an employee shall not be entitled
to accrue or use more than twenty-four (24) hours of EPST unless the district
selects the higher limit.

EPST is carried over to the following year, subject to the forty (40)-hour/twenty-
four (24)-hour limits provided above. An employee who separates from
employment but is rehired within nine (9) months is entitled to reinstatement of
their previously accrued EPST.

A district may provide each employee with an EPST balance for immediate use at
the beginning of the year, at the district’s sole discretion.

The use of accrued EPST is provided in A.R.S. 23-373.

EPST rights and obligations may be modified pursuant to a valid collective
bargaining agreement.

Communicable Disease Exposure/
Outbreak Exclusion

When an employee is excluded from the workplace due to a communicable
disease outbreak response, or because the health authorities having jurisdiction
determine the employee's presence in the community may jeopardize the health
of others due to exposure to a communicable disease, the employee may use
available accrued sick leave, consistent with A.R.S. 23-373.
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If the employee does not have accrued paid leave available, or chooses not to use
available paid leave, the absence shall be addressed under Leave of Absence
Without Pay or applicable leave provision of this policy, consistent with
employment agreements and law.

Family and Medical Leave

The District shall comply with all components of the Family and Medical Leave Act
(FMLA). Eligible employees are entitled up to twelve (12) or twenty-six (26) weeks
of leave as designated in the FMLA. Any employee seeking to understand rights
under FMLA may inquire with the benefits department in Human Resources,
review posted materials, and/or review GCCA-RB.

Banked Sick Leave

A district may provide a mechanism for the voluntary transfer of accrued sick leave
among employees.

Personal Leave

A district may grant leave for an employee’s personal business, bereavement,
religious observances, and other approved situations.

Crime Victim Leave

A district with fifty (50) or more employees as determined by law shall allow an
employee leave if the employee is the victim of a juvenile or adult crime and is
exercising a right to be present at a proceeding as defined in A.R.S. 8-420 and/or
13-4439. While the district is not required to compensate the employee when the
employee leaves work to attend such proceedings, the district is prohibited from
dismissing the employee or discriminating against the employee in compensation
or other terms, conditions, or privileges of employment because the employee
exercised their victim leave rights under A.R.S. 8-420 or 13-4439. Leave for this
purpose may be limited if the leave creates an undue hardship to the employer's
business.

Regardless of the number of employees employed by the District, EPST may also
be used for certain absences occasioned by the employee or their family member
having been the victim of domestic violence, sexual violence, abuse, or
stalking. [A.R.S. 23-373(A)(4), (G), (H), and ()]

Jury Duty Leave
Jury duty leaves of absence must be provided per A.R.S. 21-236.

Voting Leave
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An employee may take time from work to vote in a primary or general election per
A.R.S. 16-402.

Military Leave

An employee who is a member of the Military Reserve or National Guard shall be
entitled to leave of absence without loss of pay, time, or efficiency rating when
engaged in field training up to the statutory limit [A.R.S. 26-168 and 38-610].

An employee who is a member of the uniformed service may use any vacation
leave or other accumulated paid time off during their service or may take unpaid
leave of absence.

The District must reemploy uniformed service members, as provided in 38 U.S.C.
4301 et seq., after returning from a period of service.

Holiday Leave

Employees shall be entitled to holidays and breaks as established by the
Governing Board and noted on each year’s school calendar, consistent with
Arizona Revised Statutes. Uncompensated days off will be established by the
Board and noted on each year's school calendar. When July 4, Veterans' Day,
December 25, or Thanksgiving Day, occurs within the school week, the schools
shall be closed, and the compensation of the teachers shall not be diminished on
that account. The Governing Board may declare a recess during the Christmas
holiday season not to exceed two (2) school weeks, and teachers shall receive
compensation during the recess. [A.R.S. 15-801]

Vacation Leave
A district may grant vacation leave as it deems appropriate.
Sabbatical Leave

Sabbatical leave may be granted to certificated teaching and administrative
personnel for a maximum of one (1) year when conforming to A.R.S. 15-510 and
other applicable Arizona Revised Statutes.

Professional Development Leave

To attend meetings or conferences, employees must obtain approval from the
administration at least twenty (20) days prior to the meeting or conference dates
(whenever such prior request is possible).

Leave of Absence Without Pay

The District recognizes that on occasion extenuating circumstances arise that may
necessitate absence from duty that is not covered by other specific leave
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provisions of the District. To address such situations, a leave of absence, without
pay, may be granted to certificated or non-certificated personnel for not longer than
one (1) year when deemed reasonable, for good cause, and not detrimental to
education within the School District.

Requests

Each request for a leave of absence without pay shall be in a written application
stating the purpose of the leave of absence, the starting date and duration of the
leave of absence, the facts as to its necessity or advisability, and any other
information the applicant deems relevant to the request.

Approval
A leave of absence requested pursuant to this policy may be:

A. Approved by the Superintendent if the leave period does not exceed
twelve (12) weeks; or

B. Recommended by the Superintendent and approved by the Governing
Board if the leave period exceeds twelve (12) weeks.

The leave of absence shall be only for the purpose and duration approved and
may not be extended without written approval by the District.

Preservation of Rights for Continuing
Certificated Teachers

In accordance with A.R.S. 15-510, all rights of retirement, accrued leave with pay,
salary increments and other benefits provided by law shall be preserved and
available to the continuing certificated teacher after the termination of the leave of
absence.

Absent Without Leave

An employee shall be deemed "absent without leave" when absent from work
because of:

A. A reason that conforms to a policy currently in effect, but the maximum
days provided for in that policy will be exceeded; or

B. A reason that does not conform to any policy currently in effect; or
C. Failure to report to work without prior notification to the Superintendent.

Employees shall not be compensated for time lost due to being absent without
leave.
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An employee who is absent from work without prior approval is subject to
disciplinary action, up to and including dismissal, in accordance with applicable
law, Governing Board policy, and established District procedures.
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