SOUTHWEST TECHNOLOGY CENTER BOARD
OF EDUCATION DEC

PERSONNEL LEAVE PROGRAM

The Southwest Technology Center Board of Education recognizes that district employees must occasionally be absent
fromwork. Therefore, leavetimein different categories as required by law will be provided for employees to be absent
when necessary. Leave categorieswill include sick leave, personal business |eave, emergency leave, jury duty leave,
and military leave.

It isalso important for district employees to understand that the continuity of education servicesis best served when
theregularly assigned employeeis at work. Therefore, employees should use the leaves provided in a prudent and
judicious manner. The abuse of leave by employeeswill not be tolerated and any employee abusing leave policies will
be subject to disciplinary action up to and including termination of employment.

Deductions For Unpaid Authorized Absences

If adistrict employee believes thereis aneed to be absent from work for any reason not covered in the approved leave
policies, the employee may request, in writing, unpaid leave for that purpose from the immediate supervisor.

If unpaid leave is granted by the immediate supervisor, an amount equal to one day's pay will be deducted from the
employee's salary for each day of such approved absence.

If an employee is absent without securing approval for an unpaid absence, the employee shall be denied the salary for
such absence and will be considered to be engaging in willful neglect of duty and, therefore, subject to disciplinary
action up to and including termination of employment.

Notification Of L eave Accumulation

During thefirst two weeks of the school year, the board will advise each employee, in writing, as to the number of |eave
daysaccumulated as of July 1 of that year. After July 1, an employee may get updated information on leave accumula-
tion from the superintendent's office at atime mutually agreed upon by the employee and the superintendent or the
superintendent's designee.
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