Administrative Rule

SUPPORT STAFF LEAVES AND ABSENCES

Code GDC-R Issued  8/09

Procedures regarding absences
An absent employee must furnish a signed statement setting forth the specific reason(s) for his/her absence. The statement must be turned in to the employee's supervisor within two days after the employee returns to work.

An employee will notify his/her immediate supervisor as early as practicable when it is necessary for him/her to be absent.  When an employee knows that he/she will be absent for a period longer than five days, he/she must complete and file a request for leave of absence.

An employee who anticipates taking an extended leave of absence must submit the request for leave to his/her supervisor at least 30 calendar days prior to the effective date of the leave. The leave request must include a statement from a licensed medical doctor giving the expected delivery date or stating the anticipated length of convalescence.

Any employee returning from an extended leave of absence must present a statement from the attending physician certifying the employee's ability to return to a normal work schedule.

When the employee makes a request in writing, the superintendent may grant an employee leave without pay for personal illness following the exhaustion of all accrued sick leave. Leave with and without pay will not exceed 91 work days in any school year and is not to extend beyond the immediate school year.

Verification and use of sick leave

The use of sick leave may be subject to verification. Specifically, the district reserves the right to require that an employee submit a doctor's statement verifying an illness along with an absence report form when the employee has been on sick leave. The building principal or employee's immediate supervisor has the discretion to request such a statement.

If an employee's use of sick leave forms a pattern and abuse is suspected, the principal/ supervisor may also require a doctor's statement.

In order for the district to provide for the continuity of the educational programs and plan for adequate substitutes, an employee who is absent for more than five or more continuous work days must provide a physician's statement of diagnosis and prognosis so that the district may determine the earliest possible date of return. 

Family and Medical Leave Act (FMLA)
Refer to GCC-R for administrative rules applying to the Family and Medical Leave Act.
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