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7KH�WHUP�³LPPHGLDWH�IDPLO\´�LV�GHILQHG�DV� 

1. Spouse. 

2. Son or daughter, including a biological, adopted, or foster 

child, a son- or daughter-in-law, a stepchild, a legal ward, or a 

child for whom the employee stands in loco parentis. 

3. Parent, stepparent, parent-in-law, or other individual who 

stands in loco parentis to the employee. 

4. Sibling, stepsibling, and sibling-in-law. 

5. Grandparent and grandchild. 

6. $Q\�SHUVRQ�UHVLGLQJ�LQ�WKH�HPSOR\HH¶V�KRXVHKROG�DW�WKH�WLPH�

of illness or death. 

For purposes of the Family and Medical Leave Act (FMLA), the 

definitions of spouse, parent, son or daughter, and next of kin are 

found in DECA(LEGAL). 

7KH�WHUP�³IDPLO\�HPHUJHQF\´�VKDOO�EH�OLPLWHG�WR�GLVDVWHUV�DQG�OLIH-

threatening situations involving the employee or a member of the 

HPSOR\HH¶V�LPPHGLDWH�IDPLO\� 

$�³OHDYH�GD\´�IRU�SXUSRVHV�RI�HDUQLQJ��XVH��RU�UHFRUGLQJ�RI�OHDYH�

shall mean the number of hours per day equivalent to the employ-
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The District shall require the employee to use temporary disability 

leave and paid leave, including compensatory time, concurrently 

with FMLA leave. 

$Q�HPSOR\HH�UHFHLYLQJ�ZRUNHUV¶�FRPSHQVDWLRQ�LQFRPH�EHQHILWV�

may be eligible for paid or unpaid leave. An absence due to a 

work-related injury or illness shall be designated as FMLA leave, 

temporary disability leave, and/or assault leave, as applicable. 

An employee shall submit medical certification of the need for 

leave if: 

1. The employee is absent more than five consecutive workdays 

because of personal illness or illness in the immediate family; 

2. The District requires medical certification due to a questiona-

ble pattern of absences or when deemed necessary by the 

supervisor or Superintendent; 

3. 7KH�HPSOR\HH�UHTXHVWV�)0/$�OHDYH�IRU�WKH�HPSOR\HH¶V�VHUL�

ous health condition or that of a spouse, parent, or child; or 

4. The employee requests FMLA leave for military caregiver 

purposes. 

In each case, medical certification shall be made by a health-care 

provider as defined by the FMLA. [See DECA(LEGAL)] 

Note: For District contribution to employee insurance during 

leave, see CRD(LOCAL). 

The Board requires employees to differentiate the manner in which 

state personal leave is used: 

1. Non-discretionary use of leave shall be for the same reasons 

and in the same manner as state sick leave accumulated be-

fore May 30, 1995. [See DEC(LEGAL)] 

Non-discretionary use includes leave related to the birth or 

placement of a child and taken within the first year after the 

FKLOG¶V�ELUWK��DGRSWLRQ��RU�IRVWHU�SODFHPHQW� 

2. 'LVFUHWLRQDU\�XVH�RI�OHDYH�LV�DW�WKH�LQGLYLGXDO�HPSOR\HH¶V�GLV�

cretion, subject to limitations set out below. 

The employee shall submit a written request for discretionary 

use of state personal leave to the immediate supervisor or 

designee in advance in accordance with administrative regu-

lations. In deciding whether to approve or deny state personal 

leave, the supervisor or designee shall not seek or consider 

Medical Certification 

State Personal Leave 

Non-Discretionary 
Use 

Discretionary Use 

Limitations 

Request for 
Leave 
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the reasons for which an employee requests to use leave. 

The supervisor or designee shall, however, consider the effect 

RI�WKH�HPSOR\HH¶V�DEVHQFH�RQ�WKH�HGXFDWLRQDO�SURJUDP�RU�

District operations, as well as the availability of substitutes. 

Discretionary use of state personal leave shall not exceed five 

consecutive workdays. 

All employees shall earn five paid local leave days per school year 

in accordance with administrative regulations. 

Local leave shall accumulate to a maximum of 100 leave days. 

Local leave shall be used according to the terms and conditions of 

state sick leave accumulated before the 1995±96 school year [see 

DEC(LEGAL)], except that an employee may contribute local leave 

to a sick leave bank. 

An employee may also use local leave for absences related to the 

birth or placement of a child when leave is taken within the first 

\HDU�DIWHU�WKH�FKLOG¶V�ELUWK��DGRSWLRQ��RU�IRVWHU�SODFHPHQW� 

The District shall establish a sick leave bank that employees may 

join through contribution of local leave. 

Leave contributed to the bank shall be solely for the use of partici-

pating employees. An employee who is a member of the bank may 

request leave from the bank if the employee experiences a cata-

strophic illness or injury and has exhausted all paid leave. 

If the employee is unable to request leave from the sick leave 

EDQN��D�PHPEHU�RI�WKH�HPSOR\HH¶V�IDPLO\�RU�WKH�HPSOR\HH¶V�VXSHU�

visor may submit the request. 

The Superintendent or designee shall develop regulations for the 

operation of the sick leave bank that adulon oe adulon oe adu4(l)5(ea)3(v)11(e fs)13. 
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All decisions regarding the sick leave bank may be appealed in ac-

cordance with DGBA(LOCAL), beginning with the Superintendent 

or designee. 

For purposes RI�DQ�HPSOR\HH¶V�HQWLWOHPHQW�WR�)0/$�OHDYH��WKH���-

month period shall be measured forward from the date an individu-

DO�HPSOR\HH¶V�ILUVW�)0/$�OHDYH�EHJLQV� 

If both spouses are employed by the District, the District shall limit 

FMLA leave for the birth, adoption, or placement of a child, or to 

care for a parent with a serious health condition, to a combined to-

tal of 12 weeks. The District shall limit military caregiver leave to a 

combined total of 26 weeks. [See DECA(LEGAL)] 

The District shall permit use of intermittent or reduced schedule 

FMLA leave for the care of a newborn child or for the adoption or 

placement of a child with the employee. [See DECA(LEGAL) for 

use of intermittent or reduced schedule leave due to a medical ne-

cessity.] 

If an employee requests leave, the employee shall provide certifi-

cation, as required by FMLA regulations, of the need for leave. 

[See DECA(LEGAL)] 

If an emplo\HH�WDNHV�)0/$�OHDYH�GXH�WR�WKH�HPSOR\HH¶V�RZQ�VHUL�

ous health condition, the employee shall provide, before resuming 

work, a fitness-for-duty certification. If the District will require certi-

ILFDWLRQ�RI�WKH�HPSOR\HH¶V�DELOLW\�WR�SHUIRUP�HVVHQWLDO�MRE�IXQFWions, 

the District shall provide a list of essential job functions to the em-

ployee with the FMLA designation notice. 

If a teacher takes leave near the end of the semester, the District 

may require the teacher to continue leave until the end of the se-

mester. [See DECA(LEGAL), Leave at the End of a Semester] 

If, at the expiration of FMLA leave, the employee is able to return to 

work but chooses not to do so, the District may require reimburse-

ment of premiums paid by the District during the leave. [See DE-

CA(LEGAL), Recovery of Benefit Cost] 

Any full-time employee shall be eligible for temporary disability 
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Note: :RUNHUV¶�FRPSHQVDWLRQ�LV�QRW�D�IRUP�RI�OHDYH��7KH�ZRUN�

HUV¶�FRPSHQVDWLRQ�ODZ�does not require the continuation 

RI�WKH�'LVWULFW¶V�FRQWULEXWLRQ�WR�KHDOWK�LQVXUDQFH��>6HH�

CRD(LOCAL) regarding payment of insurance contribu-

tion during employee absences.] 

An absence due to a work-related injury or illness shall be desig-

nated as FMLA leave, temporary disability leave, and/or assault 

leave, as applicable. 

$Q�HPSOR\HH�HOLJLEOH�IRU�ZRUNHUV¶�FRPSHQVDWLRQ�LQFRPH�EHQHILWV��

and not on assault leave, may elect in writing to use paid leave. 

Absences due to compliance with a valid subpoena or for jury duty 

shall be fully compensated by the District and shall not be deduct-

HG�IURP�WKH�HPSOR\HH¶V�SD\�RU�OHDYH�EDODQFH� 

For employees hired after May 31, 2003, only unused local leave 

days shall be eligible for compensation. For employees hired prior 

to or on May 31, 2003, unused state and local leave days shall be 

eligible for compensation. 
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3. If the employee submits written notice of retirement to the 

human resources department no later than 45 calendar days 

prior to the effective date of retirement of the school year in 

which the employee plans to retire, the employee shall re-

ceive 50 percent of the eligible compensation. 

4. If the employee submits written consideration to the Superin-

tendent less than 45 calendar days prior to the effective date 

of retirement of the school year in which the employee plans 

to retire, the employee shall be eligible for 25 percent of the 

eligible compensation. 

5. After these deadlines, exceptions for sudden, unexpected 

events may be appealed to an administrative committee. 

In order to receive compensation for unused days at retirement, an 

employee retiring at the end of the school year must: 

1. Be eligible for retirement benefits from the Teacher Retire-

ment System of Texas, and 

2. For employees hired after July 1, 2003, have been employed 

by the District without any break in service for a minimum of 

five years. For employees hired prior to or on July, 1, 2003, no 

minimum years of service shall be required. 

The eligible employee shall receive compensation for unused leave 

as follows: 

1. If the employee submits written notice of retirement to the 

human resources department by March 1 of the school year 

in which the employee plans to retire, the employee shall re-

ceive 100 percent of the eligible compensation. 

2. If the employee submits written notice of retirement to the 

human resources department by April 1 of the school year in 

which the employee plans to retire, the employee shall re-

ceive 75 percent of the eligible compensation. 

3. If the employee submits written notice of retirement to the 

human resources department by May 1 of the school year in 

which the employee plans to retire, the employee shall re-

ceive 50 percent of the eligible compensation. 

4. If the employee submits written consideration to the Superin-

tendent after May 1 of the school year in which the employee 

plans to retire, the employee shall be eligible for 25 percent of 

the eligible compensation. 

Retirement at the 
End of the School 
Year 

Eligibility 

Notification 
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5. After these deadlines, exceptions for sudden, unexpected 

events may be appealed to an administrative committee. 

The date of May 31, 2003, is established as the date for the cap for 

the compensation of eligible unused leave days at retirement or 

death. This capped amount shall be used to determine an employ-

HH¶V��RU�WKH�EHQHILFLDU\�RI�D�GHFHDVHG�HPSOR\HH¶V��PD[LPXP�FRP�

pensation for unused leave at the time of retirement or death. The 

employee shall have his or her capped amount compensation re-

duced by 20 percent. 

If retirement does not occur prior to July 1, 2005, the employee 


