YUPIIT SCHOOL DISTRICT
November 16, 2017
TO: SCHOOL BOARD

FROM: OFFICE OF THE SUPERINTENDENT
LEGAL COUNSEL, JERMAIN DUNNAGAN & OWENS, PC

SUBJECT: REVISION TO LEAVE POLICIES AND PROCEDURES

RECOMMENDATION:

Legal counsel, in cooperation with the Superintendent and the Business Office, has
conducted a review of existing policies and practices for leave usage by district
employees. This review demonstrated that written policies and procedures should be
updated to accomplish the following goals:

A. Policies and procedures should accurately reflect existing practice;

B. Policies and procedures should accurately reflect legal requirements;

C. The Business Office and administrators should have clear guidelines for
reviewing and processing leave and cash out requests;

D. Employees should have clear information about leave availability and
processes; and

E. Policies and procedures should limit the potential for leave errors and

leave abuses.

In meeting the above goals, the Superintendent recommends that the Board consider
and approve changes to existing policies and procedures. Recommendations have been
drafted by counsel and are attached to this Memorandum. As recognized in BB 9313,
the Superintendent may submit to the Board any procedures for which Board
endorsement is desired. Board endorsement is sought for changes to the leave
provisions being proposed in the respective Certified and Classified Handbooks.

In brief, the Superintendent recommends the following changes to policies and
procedures:

L. Board Policies
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BP 4161.1 SICK LEAVE - Certificated Personnel

Language providing for the sick leave bank has been adjusted to cap the available days
at 20 days annually. The legal reference sections have been updated.

BP 4161.2/4261.2/4361.2 EMERGENCY/BEREAVEMENT LEAVE - All Personnel

This policy sets forth a Board limitation on the number of sick leave days that
employees may use for a family health emergency or for bereavement. The policy has
been revised to permit the use of up to ten (10) days of sick leave for these purposes, an
increase of three (3) days. The policy revisions also reflect a change in title to more
accurately reflect the purpose of the policy and clarification that the policy is applicable
to all employees. Finally, recommended changes limit the use of sick leave for family
related circumstances to death or illness of an immediate family member, or for other
reasons as approved by the Superintendent. This latter change is made in conformance
with state law, 4 AAC 15.040, as well as existing YSD practice.

BP 4361 LEAVES - Management and Supervisory Personnel

Minor changes are recommended to this policy to eliminate references to negotiated
agreements and instead refer to the Classified Support Statf Handbook and Certified
Teacher Handbook. The legal reference sections have been updated.

Administrative Updates to BP 4161/4261 LEAVES and AR 4161.1 SICK LEAVE

The administration is additionally revising BP 4161/4261 LEAVES to update the legal
reference sections. No substantive changes are made to this policy. In addition, the

administration is updating AR 4161.1, SICK LEAVE with minor revisions so that it is
aligned with the Certified Teacher Handbook.

II. Classified Support Staff Handbook

Minor changes have been made to improve the language of the Handbook and to

provide clarity. Substantive changes to the leave provisions of the Classified Support
Staff Handbook include:

1. Annual/Vacation Leave (Permanent 260-day Employees)
a. Increasing the number of annual/vacation leave days by two (2) per year.
This increase will replace the two days of personal leave currently
provided, and personal leave will now be eliminated for this class of
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2.

3.

4.

employees. However, total leave days remain the same.

Defining an accrued vacation “day” as the number of hours in the
employee’s standard workday. This clarifies leave accrual for all
permanent classified employees, whether full- or part-time. For example,
a 6hour employee will earn a 6 hour vacation day, and an 8 hour
employee will earn an 8 hour vacation day.

Explaining that annual/vacation leave days are fronted to the employee
but providing for reimbursement of used but not yet accrued leave days
in cases of mid-year separation of employment.

Providing for cash out of annual/vacation leave days for those leave days
that exceed the 20 days of vacation leave permitted for carry over, and
providing a process for cash out.

Prohibiting cash out of annual/vacation leave except in the above scenario
and upon termination of employment, at which time full cash out of
accrued vacation leave is permitted.

Sick Leave

a.

Identifying that sick leave days are fronted to the employee but providing
for reimbursement of used but not yet accrued sick days in cases of mid-
year separation of employment.

Clarifying that sick leave may be accrued without limitation, and may be
carried over from year to year without limitation.

Prohibiting the cash out of sick leave; this provides continuity with
certificated sick leave procedures (state law prohibits cash out of sick
leave for certificated employees).

Providing for the use of up to 10 days of sick leave for death or illness in
the employee’s immediate family.

Establishing a sick leave bank funded by annual donations of a sick leave
day or days from participating employees and providing for access to an
additional 20 days of sick leave for eligible participants.

Personal Leave

a.

b.

C.

d.

Clarifying that personal leave is provided to permanent classified
employees working less than a 260-day work year.

Providing for the cash out of one or two days of unused personal leave at
the conclusion of the employee’s work year, and providing a process for
doing so.

Providing for the cash out of all accrued but unused personal leave upon
separation of employment.

Removing language that prohibits the use of personal leave for reasons of
personal convenience.

Family and Medical Leave Act

a.

Removing most of the existing language and referring employees to
BP/AR 4161.4/4261.4/4361.4 FAMILY AND MEDICAL LEAVE. The
BP/ AR are much more comprehensive and current.
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b. Adding language that identifies the length of service requirements for
employees to qualify for state or federal family leave.

5. Leave Without Pay
a. Adding a section for leave without pay opportunities for employees that
have exhausted available annual or personal leave; this is added for
consistency with YSD practice and the Handbook language for certified
employees.

Certified Teacher Handbook

Minor changes have been made to improve the language of the Handbook and to
provide clarity. Substantive changes to the leave provisions of the Certified Teacher
Handbook include:

1. Sick Leave

a. Revising the accrual language to more clearly follow state law.

b. Identifying that sick leave days are fronted to the employee but providing
for reimbursement of used but not yet accrued sick days in cases of mid-
year separation of employment.

c. Clarifying the use of up to 10 days of sick leave for family emergency and
bereavement purposes.

d. Establishing a sick leave bank funded by annual donations of a sick leave
day or days from participating employees and providing for access to an
additional 20 days of sick leave for eligible participants.

2. Personal Leave (New/Added)

a. Adding a section for personal leave, to accrue at the rate of two days per
year, in order to reflect existing practice.

b. Providing for the cash out of one or two days of unused personal leave at
the conclusion of the employee’s work year, and providing a process for
doing so.

c. Providing for the cash out of all accrued but unused personal leave upon
separation of employment.

d. Limiting the use of personal leave during in-service or training days, or
during student testing days.

3. Family and Medical Leave Act
a. Removing most of the existing language and referring employees to
BP/AR 4161.4/4261.4/4361.4 FAMILY AND MEDICAL LEAVE. The
BP/ AR are much more comprehensive and current.
b. Adding language that identifies the length of service requirements for
employees to qualify for state or federal family leave.
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BP 4161/4261 LEAVES - Certificated/Classified Personnel

Note: This policy and our other sample leave policies are offered as models Jfor districts.
Districts should take into careful account their past practices and collective bargaining
agreements when providing /or leave privileges.

The School Board shall authorize employee absences as provided by law and Board policy.
The Board recognizes the following justifiable reasons for absence:

1. Personal sickness or injury, pregnancy, jury duty, military service or emergencies
beyond the employee's control.

2. Family illness, bereavement, religious observances and other personal reasons.

3. Situations stemming from occupational status such as attendance at meetings,
conventions, inservice courses, seminars, etc.

4 . Other situations for which leave is provided by law.

Note: The Alaska Family Leave Act became law September 16. 1992, and applies to
employers that have employed 21 or more employees for each working day during any
period of 20 consecutive workweeks in the preceding two calendar years. Family leave
includes, at a minimum, "unpaid leave' for "serious" health conditions for a total of 18 weeks
during any 12 month period .and unpaid leave for pregnancy and childbirth or adoption/or a
total of 18 work weeks within a 12 month period. Employees are entitled to apply accrued
paid leave toward the unpaid leave time. Employers must allow employees to continue their
existing health insurance coverage at the same level the employee had before going on
leave. However the employee may be required to pay the premium cost for the continuation of|
the insurance coverage. The Commissioner ¢f Education may approve a labor contract that
does not meet the family leave requirements if the district can show a lack of qualified,
available substitutes to replace a teacher on leave or a lack of available housing for
replacement teachers who do not live in the community.

Legal References:

ALASKA STATUTES
14.14.107 Sick leave and sick leave transfer

Alaska Family Leave Act

ALASKA ADMINISTRATIVE CODFE
4 AAC 09.020 Teachers entitled to pay

UNITED STATES CODE
Family and Medical Leave Act, 29 U.S.C. 260 | et seq.

COPE OF FEDERAL REGULATIONS
29CFR Part 825, amend. 2008
NATIONAL DEFENSE AUTHORIZATION ACT for fiscal year 2008, Public Law 1 10-181, $585(a)

Revised 11/201711/69
Adopted: 11/2006

Yupiit School District
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BP 4161.1 SICK LEAVE - Certificated Personnel

Every certificated employee working five school days each week is entitled to one and one-third
days of sick leave a month. Such leave for employees working less than five days per week shall
be proportionately less. Unused days of sick leave shall be accumulated from year to year
without limitation.

The Superintendent or designee shall establish procedures for reporting and verifying such

absences.

Teachers are subject to disciplinary action, up to and including termination, for misusing sick
leave, including providing false information regarding the use of, or need for, sick leave.

Certificated employees may transfer accumulated sick leave between districts and the
Department of Education. Employees are responsible for initiating a transfer of sick leave
credits within 90 days of employment.

Sick Legve Bank

Note: AS 14.14.105 provides that the Board may establish a sick leave bank independently or
jointly with teachers. The following optional language may be revised or deleted as
appropriate.

The School Board authorizes the establishment of a sick leave bank to provide teachers
sick leave benefits in

up toa
maximum of 204 days. The

Legal References:

ALASKA STATUTES
14.14. 105 Sick leave bank
14.14,107 Sick leave and sick leave transfer

Alaska Family Leave Act

ALASKA ADMINISTRATIVE CODE
4 AAC 15.040 Sick leave
4 AAC I5.900 Definitions

UNITED STATES CODE
Family and Medical Leave Act, 29 U.S.C. 2601 et seq.

CODE OFFEDERAL REG ULATIONS
29 CFR Part 825, amend. 2008

Revised
Adopted: 112006
Yupiit School District
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AR 4161.1 SICK LEAVE - Certificated Personnel

After any absence duc to illness or injury, the employee shall verify the absence by
submitting a completed and signed district absence form to his/her immediate supervisor.

The district may additionally require written verification by the employee's doctor or
practitioner. Such verification may be required whenever an employee's absence record
shows chronic absenteeism or a pattern of absences immediately before or after weekends
and/or holidays. or whenever circumstances elepsevidenee-indicates that an absence _may
is not be related to illness or injury. Chroni enteeism—may be—indicated—when—ar

] - =

At its expense, the district may require an employee to obtain a second opinion by ¥isit-a
different physician selected by the district in order to receive a report on the nature and
severity of an ill ness or injury. If the report concludes that the employee's condition does
not warrant continued absence.: the Superintendent or Principal, after giving notice to the
employee, may deny further leave.

Before retumning to work, an employee who has been absent for surgery, hospitalization or
extended medical iliness or treatment may be required asked to submit a letter from
his/her doctor stating that he/she is able to return to duty and stipulating any recommended
restrictions or limitations. The district may, at district expense, require the a second opinion
of a different physician chosen by the district.

Employee Notifications of Absence

Employees shall notify the district of their need to be absent as soon as such need is
known, so that substitute services may be secured. This notification shall include an
estimate of the expected duration of absence. If the absence becomes longer than estimated,
the employee shall again notify the district of the need for a substitute. If the duration of
absence is unknown or becomes shorter than estimated, the employee shall notify the
district of his/her intent to return by at least 3 p.m. of the working day preceding the day
he/she returns. If failure to so notify the district results in a substitute being secured, the
cost of the substitute shall be deducted from the employee's pay.

Revised 11/2017
Adopted: 1172006

Yupiit School District
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BP 4161.2/4261.2/4361.2 - EMERGENCY/BEREAVEMENT LEAVE PERSONAL
LEEAVES Al Personnel

Personal Neecessity
Certifieated-eEmployees may use up to ne-mere—thanseven—ten (10) days of their accrued

sick leave during each contract year for reasons of family emergency or bereavement.

persenal-neeessity.  Acceptable reasons for the use of sick leave personal—necessity lteave

include:

1. Death of a member of the immediate family.

Use of sick Hleave for emergencies persenal necessity-may be allowed for other reasons at the
discretion of the Superintendent-e+Principal. However, no such leave shall be granted for
purposes of personal convenience, for the extension of a holiday or vacation period, or for

matters which can be taken care of outside of working hours.

Legal References:

ALASKA STATUTES
FHAOIO02340550-A5 30.20.500-39.20.550 Alaska Family Leave Act

ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
4 4A4C 15,040 Sick Leave

Revised 9/97-11/2017
Adopted: 112006

Yupiit School District
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BP 4361 LEAVES - Management and Supervisory Personnel

The School Board recognizes the need to provide for leaves which management, supervisors
and confidential personnel may take for justifiable reasons as set forth in state law and
regulation. Such leaves shall be authorized pursuant to Board policies and/or administrative
regulations, and-Board action or individual contract.

Certificated management and supervisory employees shall be entitled to those leave

provisions provided in the Certified Teacher Handbook certificated —agreement —unless

otherwise specified in Board policy, administrative regulations or individual contract.

Classified management and supervisory employees shall be entitled to those leave provisions

provided in the eClassified Support Staff Handbook negetiated-asreement unless otherwise

specified in Board policy, administrative regulations or individual contract.

Legal References:

ALASKA STATUTES

14.14.107 Sick leave and sick leave transfer

39.20.500-39.20.550 231050023 10-550-Alaska Family Leave
Act

ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
4 AAC 15.040 Sick Leave

Revised 11/201 79487
Adopted: 112006

Yupiit School District
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CLASSIFIED SUPPORT STAFF HANDBOOK
LEAVE PROVISIONS

Leaves

The School Board authorizes employee absences as provided by law and Board policies. The
Board recognizes the following justifiable reasons for absence:

1. Personal sickness or injury, pregnancy, childbirth, or adoption, jury duty, military service
or emergencies beyond the employee’s control.

2. Family illness, bereavement, religious and cultural observances, subsistence, vacation,
and other personal reasons.

3. Situations stemming from occupational status such as attendant at meetings, conventions,
inservice courses, seminars, etc.

4. Other situations for which leave is provided by law.

For clarification of the appropriate leave category, work with your supervisor.

Annual/Vacation L eave

Leave slips must be submitted to the immediate supervisor and/or administration for approval

upon reasonable advance notice. priorto-takingleave—Advance-leaverequest-should-consider

tThe number of days being requested is a factor in determining whether the advance notice is
reasonable.as-consideration-of-_to-the

supervisorfadministrator—The Superintendent reserves the right to disallow any leave if the
requested time would impair the operations of the district.

Annual/-vacation leave is provided only to permanent 260-day employees and is shal-be-accrued

according to the following schedule-ferpermanentful-time,260-day-employees:

1. 1-3 Years of Service 1517 Days per year
2. 4+ Years or more service 2022 Days per year

For purposes of leave accrual, a “day” is the number of hours in the employee’s standard
workday. For example, a 260-day employee with a 6 hour work day would accrue annual leave
days of 6 hours.

Annual/vacation leave is advanced to employees upon the start of the fiscal year. In the event
employment is terminated by either the district or the employee during the employee’s work
year, and the employee has utilized annual leave that was advanced but not yet accrued, the
employee is responsible for reimbursement to the district of the leave, payable at the employee’s
per diem or hourly rate. Utilizing advanced annual/vacation leave constitutes the employee’s
authorization for the district to withhold the reimbursement amount from the employee’s last

paycheck.

A maximum of Ftwenty (20) days-annual vacation days leave-may be carried over from one
fiscal year to the next. No later than May 2315 of a fiscal year, an employee may request the
Business Office to cash vacation/annual leave days that, upon the end of the fiscal year, will
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CLASSIFIED SUPPORT STAFF HANDBOOK
LEAVE PROVISIONS

exceed the twenty (20) days of permitted carry over. Leave will be cashed out at the employee’s
per diem or hourly rate and provided in the last payroll check of the employee’s work year. Cash
out of additional accrued annual vacation leave is not permittedpermitted —(except upon
termination of employment as set forth below). Cash out of leave at any time earlier than the
final paycheck of the employee’s work year is not permitted.

EmployeesE shall be allowed to cash out all accrued annual leave at separation of employment.
In such cases, cash out is only permitted of unused annual/vacation leave that has actually
accrued. Cash out is not permitted of annual/vacation leave that has been advanced but not yet
earned based upon length of service during the work year.

The Business Office shall maintain a leave record for each employee, and such record shall be
subject to annual audit and approval by the Superintendent.

Sick | eave

Sick leave shall accrue at the rate of 1-1/3 days per month for classified salaried employees.
Hourly classified employees will accrue sick leave at the rate of .0615 days per hour worked.

Sick leave is advanced to employees upon the start of the fiscal year. In the event employment is
terminated by either the district or the employee, and the employee has utilized sick leave that
was advanced but not yet accrued, the employee is responsible for reimbursement to the district
of the sick leave, payable at the employee’s per diem or hourly rate. Utilizing advanced sick
leave constitutes the employee’s authorization for the district to withhold the reimbursement
amount from the employee’s last paycheck.

Sick leave may accrue from year to year without limit. Sick leave may never be cashed out.

A false statement by an employee regarding sick leave shall be grounds for termination.
Sick leave may be used under the following provisions:

1. For illness that requires the employee to be absent from work, upon reasonable advance
noticeneotification to the supervisor and/or administration, i—advanee-unless prevented
from doing so by extenuating circumstances.

2. For actual injury of the employee or for a medical or dental appointment in connection
with an actual injury-.

3. For maternity/paternity leave, up to twelve (12) weeks of sick leave may be used on or
about the time of the birth of the child.

4. For illness or injury within the employee's immediate family living within the employee's
household which requires the attendance of the employee. Immediate family shall
include the employee’s spouse, children, legal ward, step-child, son-in-law, daughter-in-
law, parent, father-i-n-law, mother-in-law, brother, sister, grandfather, grandmother, or
grandchild.

5. For routine health appointments, upon the express prior approval of the Superintendent,
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CLASSIFIED SUPPORT STAFF HANDBOOK
LEAVE PROVISIONS

or designee, for routine doctor or dental examinations and for elective procedures that
cannot reasonably be scheduled on non-work days.
6. For emergency/bereavement leave as set forth below. —upen-the-death-of a-member-of-the

In excess of three (3) consecutive days of sick leave (excluding travel days), the supervisor may
require a doctor's certification.

The employee whose absence has been approved as being justified under sick leave shall be paid
for such time lost, to the extent that sick leave is advancedaeerded, at the current normal wage
rate, less the amount of any time lost payments made under the Alaska Worker's Compensation
Act.

After an absence due to illness or injury, the employee shall verify the absence by submitting a
completed and signed district absence form to their immediate administrative supervisor and/or
administration. The district may additionally require written verification by the employee's
doctor or practitioner. Such verification may be required whenever an employee's absence record
shows chronic absenteeism or a pattern of absences immediately before or after weekends and/or
holidays or whenever circumstances elear—evidenee—indicates that an absence mayis not be
related to illness or injury.

oy it dluri » ive (5. .

At its expense, the district may require an employee to visit a physician selected by the district in
order to receive a report on the nature and severity of an illness or injury. The administration
may deny further leave if the physician's report dees—net-indicates that no further leave is
necessary.

Before returning to work, ar-employees who haves been absent for surgery, hospitalization or
extended medical treatment may be required asked-to submit a letter from their doctor stating
that they are able to return_to duty, and stipulating any recommended restrictions or limitations.
The district may, at district expense, require a second the- opinion of a different physician chosen
by the district.

Employees shall notify the district of their need to be absent from work as soon as such need is
known. This notification shall include an estimate of the expected time duration of the absence.

Sick Leave Bank

1. The District will maintain a voluntary Sick Leave Bank. Any employee who earns sick
leave is eligible to participate. The Sick Leave Bank is the exclusive method for
accessing additional sick leave days; person-to-person donations are not permitted.

2. Each eligible employee will automatically become a member of the Bank and will donate
one (1) day of sick leave within thirty (30) days of establishment of the Sick Leave Bank.
Annually thereafter, each employee will automatically donate one (1) day of sick leave
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CLASSIFIED SUPPORT STAFF HANDBOOK
LEAVE PROVISIONS

on_September 30" of each school year, or within 30 days of initial employment,
whichever is later. Employees who have no sick leave days to donate and employees
who are on approved leaves of absence will donate required days on their first day of
employment of the next school/contract year.

An employee who does not desire to be a member of the Bank must withdraw in writing

to the Business Manager. Employees who have withdrawn from participation are not
eligible to access Sick Leave Bank days. Future sick leave bank donations are not
required from employees who have withdrawn from participation. However, employees
withdrawing from membership in the Bank shall not be refunded any previously donated

days.

For purposes of the Bank, a “day” shall be based upon each employee’s contracted day.

This serves for both contributing and withdrawing.

If the Bank, by September 30 of a new school year, has a balance of 100 or more days,

only newly hired eligible employees will automatically donate sick leave days. In the
event the Bank falls below one hundred (100) days during the school year, all
participating employees shall be assessed an additional non-refundable day up to a
maximum of two additional days per employee in any given school year. Fifteen (15)
days’ notice will be given prior to an additional assessment.

Sick leave days may be withdrawn from the Bank only for the employee’s own illness or

injury.

An employee’s request to the Business Manager for withdrawal of Bank days must be

accompanied by a physician’s written statement, or one by a village health aide made
after documented consultation with a physician.

The first ten (10) consecutive days of illness or injury will not be covered by the Bank.

An employee will not be able to access the Bank until the employee’s own sick leave,
personal leave (if applicable), and annual leave (if applicable) are depleted.

An employee may only withdraw sick leave bank days up to a maximum of twenty (20)

10.

days.

Employees accessing sick leave days from the Bank will not have to replace those days

except as required as a reqular contributing member of the Bank.

Emergency/Bereavement Leave

Employees may use up to ten (10) days of their accrued sick leave during each contracted

vear for the following reasons:

1.

Death of a member of the im mediate family (spouse, child, legal ward, step-child, son
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CLASSIFIED SUPPORT STAFF HANDBOOK
LEAVE PROVISIONS

or daughter-in-law, parent, father or mother-in-law, sibling, grandparent or

grandchild).

2. lllness or injury of a member of the employee's immediate family.

Use of sick leave for emergency purposes may be allowed for other reasons at the
discretion of the Superintendent. However, no such leave shall be granted for the purposes
of personal convenience, for the extension of a holiday or vacation period, or for matters
which can be taken care of outside of working hours.

Upon request, emergency leave without pay may be granted by the administration in cases
of illness in the family when the ten day sick leave limitation has been exhausted, or upon
exhaustion of the employee’s available sick leave, if sooner.

Personal L eave

Personal leave shall be immediately accrued at the rate of 2 days per fiscal year for all
permanent, full-time employees who are not eligible for annual/vacation leave (work year is less
than 260 days). Permanent employees who receive annual/vacation leave are not eligible for
personal leave. —No more than four (4) unused Lpersonal leave days may be carried over one
year to the next, ret-te-exeeedfor a maximum total of six (6) personal leave days a year.

No later than May 2315 of a fiscal year, an employee may request the Business Office to cash up
to two (2) days of unused personal leave. Leave will be cashed out at the employee’s per diem or
hourly rate and provided in the last payroll check of the employee’s work year. Cash out of
additional accrued personal leave is not permitted, except that employees shall be allowed to cash
out all unused personal leave at separation of employment (maximum possible cash out of 6
days). Cash out of personal leave at any time earlier than the final paycheck of the employee’s
work year is not permitted.

-Employees must have prior approval from the building administration before taking personal

leave. Leave shall be for personal necessity. may-be-alowed for-otherreasens-at-the-diseretion-
of the-supervisorandferschoeladministration—However, absent the approval of the
Superintendent, no such leave shall be granted for-the-purposes-of-persenal-conveniencefor the

extension of a holiday or vacation period. Leave granted for the purpose of extending a holiday
can result in loss of holiday pay for the employee..-orfor-matters-which-can-be-taken-care-of

outside of working hours.
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CLASSIFIED SUPPORT STAFF HANDBOOK

LEAVE PROVISIONS
Summary of Personal and Annual Leave Accrual
Length of Contract Annual Leave Days Personal Leave Days
Year
260 Days 17 0
(1-3 years of service)
260 Days 22 0
(4+ years of service)
Less than 260 days” 0 2

* Excludes temporary and substitute employees

Family and Medical Leave Act

To qualify for Family and Medical Leave, an employee must meet the eligibility requirements of
state or federal law. To be eligible for leave under the federal Family and Medical Leave Act, an
employee must have worked for the district for at least one year, and, within the preceding 12
months, worked at least 1,250 hours. To be eligible under the Alaska Family Leave Act, an
employee must have worked for the district for at least 35 hours a week for the preceding six
months, or at least 17.5 hours a week during the preceding twelve months.

Family and Medical Leave will be provided to eligible employees consistent with state and
federal family and medical leave laws. Employees shall follow the requirements of BP/AR
4161.4/4261.4/4361.4, Family and Medical Leave, in requesting and utilizing such leave.
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CLASSIFIED SUPPORT STAFF HANDBOOK
LEAVE PROVISIONS

Leave Without Pay

Leave without pay may be granted for a period of time up to five (5) days at the discretion of the
Superintendent. Except in emergency situations, such leave will be applied for in writing and
must be accompanied by a statement of justification. Within five (5) days of receipt of request
for a short-term unpaid leave, the applicant will be notified as to approval or disapproval.
Application for leave without pay must be made prior to the days on which leave is requested.
Leave taken without prior permission or prior notice will be considered absence without leave
and is subject to suspension or termination.

Leave without pay shall not be requested until all annual/vacation or personal leave is exhausted.
Once accrued leave is exhausted, additional leave, if approved, will be without pay regardless of
the reason for the leave, including subsistence or cultural reasons.

A temporary employee and an employee with less than six (6) months service shall not be
allowed to take leave without pay in excess of five (5) days except in emergency situations and
with the approval of the Superintendent. Employees should make every effort to first meet with
the Supervisor/Principal to discuss impending leave requests. All leave requests require the
Supervisor or Principal’s approval.
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CERTIFIED TEACHER HANDBOOK
LEAVE PROVISIONS

Leaves

The School Board authorizes employee absences as provided by law and Board policies.
The Board recognizes the following justifiable reasons for absence:

1. Personal sickness or injury, pregnancy, childbirth, adoption, jury duty, military
service or emergencies beyond the employee's control.

2. Family illness, bereavement, religious and cultural observances, subsistence-and,
and other personal reasons.

3. Situations stemming from occupational status such as attendance at meetings,
conventions, inservice courses, seminars, etc.

4. Other situations for which leave is provided by law.

For clarification of the appropriate leave category, work with your administrator.

Sick Leave

Every certificated employee working five (5) school days in the week; shall accrue one
and one-third (1 1/3) days of sick leave for each ard—fora—+ful calendar month_or major
portion of each calendar month of actual service. Sick leave accrual for
employees working less than five (5) days per week,—and—fora—ful-menth; shall be
proportionally less_for each calendar month or major portion of each calendar month of
actual service. Unused days of sick leave shall be accumulated from year to year without
limitation. Sick leave may never be cashed out.

Sick leave is advanced to employees upon the start of the fiscal year. In the event
employment is terminated by either the district or the employee during the employee’s work
year, and the employee has utilized sick leave that was advanced but not yet accrued, the
employee is responsible for reimbursement to the district of the sick leave, payable at the
employee’s per diem or hourly rate. Utilizing advanced sick leave constitutes the
employee’s authorization for the district to withhold the reimbursement amount from the
employee’s last paycheck.

Teachers are subject to disciplinary action, up to and including termination, for misusing
sick leave, and/or providing false information regarding the use of, or need for, sick leave.

Certificated employees may transfer accumulated sick leave -between districts and between
the Department of Education. Employees are responsible for initiating a transfer of sick
leave credits within ninety (90) days of employment.

{oo7s15173 1



CERTIFIED TEACHER HANDBOOK
LEAVE PROVISIONS

After an absence due to illness or injury, the employee shall verify the absence by
submitting a completed and signed district absence form to their immediate_administrative
supervisor. The district may additionally require written verification by the employee's
doctor or practitioner. Such verification may be required whenever an employee's absence
record shows chronic absenteeism or a pattern of absences_immediately before or after
weekends and/or holidays or whenever circumstanceselear—evidence indicates that an
absence ismay not be related to illness or injury.

ala a¥a V.ViaTaYa

At its expense, the district may require an employee to visit a physician selected by the
district in order to receive a report on the nature and severity of an illness or injury.

The administration may deny further leave if the physician's report dees-net-indicates that
no further leave is necessary.

Before returning to work, an-employees who haves been absent for surgery, hospitalization
or extended medical treatment may be asked to submit a letter from their doctor stating
that they are able to return to duty and stipulating any recommended restrictions or
limitations. The district may, at district expense, require a second the-opinion of a different
physician chosen by the district.

Employees shall notify the district of their need to be absent from work as soon as such

need is known. This notification shall include an estimate of the expected time duration of
the absence.

Sick Leave Bank

1. The District will maintain a voluntary Sick Leave Bank. Any employee who earns sick
leave is eligible to participate. The Sick Leave Bank is the exclusive method for
accessing additional sick leave days; person-to-person donations are not permitted.

2. Each eligible employee will automatically become a member of the Bank and will donate
one (1) day of sick leave within thirty (30) days of establishment of the Sick Leave Bank.
Annually thereafter, each employee will automatically donate one (1) day of sick leave
on September 30™ of each school year, or within 30 days of initial employment,
whichever is later. Employees who have no sick leave days to donate and employees
who are on approved leaves of absence will donate required days on their first day of
employment of the next school/contract year.

3. An employee who does not desire to be a member of the Bank must withdraw in writing
to the Business Manager. Employees who have withdrawn from participation are not
eligible to access Sick Leave Bank days. Future sick leave bank donations are not
required from employees who have withdrawn from participation. However, employees
withdrawing from membership in the Bank shall not be refunded any previously donated

days.

{00751517}2



CERTIFIED TEACHER HANDBOOK
LEAVE PROVISIONS

4. For purposes of the Bank, a “day” shall be based upon each employee’s contracted day.
This serves for both contributing and withdrawing.

5. If the Bank, by September 30 of a new school year, has a balance of 100 or more days,
only newly hired eligible employees will automatically donate sick leave days. In the
event the Bank falls below one hundred (100) days during the school year, all
participating employees shall be assessed an additional non-refundable day up to a
maximum of two additional days per employee in any given school year. Fifteen (15)
days’ notice will be given prior to an additional assessment.

6. Sick leave days may be withdrawn from the Bank only for the employee’s own illness or
injury.

7. An employee’s request to the Business Manager for withdrawal of Bank days must be
accompanied by a physician’s written statement, or one by a village health aide made
after documented consultation with a physician.

8. The first ten (10) consecutive days of illness or injury will not be covered by the Bank.
An employee will not be able to access the Bank until the employee’s own sick leave,
personal leave (if applicable), and annual leave (if applicable) are depleted.

9. An employee may only withdraw sick leave bank days up to a maximum of twenty (20)
days.

10. Employees accessing sick leave days from the Bank will not have to replace those days
except as required as a reqular contributing member of the Bank.

Emergency/Bereavement Leave

Personal-Leave—CertificatedeEmployees may use up to nre-mere-than-ten (10) seven{H
days of their accrued sick leave during each contracted year for the following reasons:

SeSor e perto g nen g L
Seomonbablosoasone oo fionen o0 sosecnl neence b fopn peloados

1. Death of a member of the immediate family (spouse, childrer, legal ward, step-child,

son or daughter-in-law, parent, father or mother-in-law, sibling, grandparent or
grandchlld)

{00751517}3



CERTIFIED TEACHER HANDBOOK
LEAVE PROVISIONS

Use of sick leave for emergency purposes persenal-necessity-may be allowed for other

reasons at the discretion of the school or district administration. However, no such leave
shall be granted for the purposes of personal convenience, for the extension of a holiday or
vacation period, or for matters which can be taken care of outside of working hours.

Upon request, Eemergency leave without pay may be granted by the seheel-administration
i in cases of illness in the family when the ten-day sick leave

limitation has been exhausted, or upon exhaustion of the employee’s available sick leave, if
sooner.

Personal Leave

Personal leave shall be immediately accrued at the rate of 2 days per fiscal year for all
permanent, full-time certificated employees. No more than four (4) unused personal leave
days may be carried over one year to the next, for a maximum total of six (6) personal
leave days a year.

No later than May 2315 of a fiscal year, an employee may request the Business Office to
cash up to two (2) days of unused personal leave. Leave will be cashed out at the
employee’s per diem or hourly rate and provided in the last payroll check of the employee’s
work year. Cash out of additional accrued personal leave is not permitted, except that
employees shall be allowed to cash out all unused personal leave at separation of
employment (maximum possible cash out of 6 days). Cash out of personal leave at any time
earlier than the final paycheck of the employee’s work year is not permitted.

Employees must have prior _approval from the building administration before taking
personal leave. Leave shall be for reasons of personal necessity. Leave shall not be
approved for the extension of a holiday, or during inservices, trainings, or student testing.
Exceptions may be granted by the Superintendent.

(ors151734



CERTIFIED TEACHER HANDBOOK
LEAVE PROVISIONS

Family -and Medical Leave Act-

To qualify for Family and Medical Leave, an employee must meet the eligibility requirements of
state or federal law. To be eligible for leave under the federal Family and Medical Leave Act, an
employee must have worked for the district for at least one year, and, within the preceding 12
months, worked at least 1,250 hours. To be eligible under the Alaska Family Leave Act, an
employee must have worked for the district for at least 35 hours a week for the preceding six
months, or at least 17.5 hours a week during the preceding twelve months.

Family and Medical Leave will be provided to eligible employees consistent with state and
federal family and medical leave laws. Employees shall follow the requirements of BP/AR

4161.4/4261.4/4361.4, Family and Medical Leave, in requesting and utilizing such leave.

(007515175



Yupiit School District

Box 51190 ! Akiachak, AK 99551 I Telephone (907) 825-3600 ! FAX (877) 825-2404

Date: November 16, 2017

To: Regional School Board

From: Rayna Hartz, Superintendent

Re: Committee Meetings and Work-sessions: E 6174.1 Indian Education Policy and Procedures

The policy, E 6174.1 Indian Education Policy and Procedures update, a note was added to describe which
school district must consult with local tribes or tribal organizations prior to submitting a plan for federal
education funding programs. Reference to the No Child Left Behind Act were deleted. The Exhibit was
updated to reflect the new requirements a district must have in its Indian Policies and Procedures (IPP).



1.

Instruction

INDIAN POLICIES AND PROCEDURES E 6174.1(a)

Note: Districts receiving federal Impact Aid are required to have “IPPs” or Indian Policies and Procedures. The
following sample was adopted from the North Slope Borough School District’s IPPs.

The Yupiit School District’s goal under the Indian Policies and Procedures [IPP] is to ensure that
all American Indian children of school age have equal access to all programs, services, and
activities provided by the school district.

The district will establish policies and procedures to ensure that children residing on Indian lands
participate in programs and activities supported by impact aid funds on an equal basis with all
other children. Parents of these children will be afforded an opportunity to present their views
on these programs and activities, including the opportunity to make recommendations on the
needs of those children and how the district may help these children realize the benefits of these
programs and activities. Parents and Indian Tribes will be consulted and involved in the
planning and development of these programs and activities and the relevant applications,
evaluations, and program plans will be disseminated to the parents and the Indian Tribe.

It is the intent of the district to fully comply with all requirements of Title VIII (Impact Aid
Program) of the Elementary and Secondary Education Act of 1965 (formerly Public Law 81-874,
amended 8/2/02), and to that end, the Governing Board has adopted as policy these Indian
Policies and Procedures (IPPs). The IPPs by intent and by School Board action supersede all
previous School Board action and are intended to bind the Governing Board, administration, and
staff of the district.

POLICIES AND PROCEDURES:
POLICY

Tribal officials and parents of Indian children shall be provided an opportunity to comment
on the participation of Indian children on an equal basis with non Indian children in all
education programs and activities offered by the Yupiit School District. [34 CFR 222.94

(2)(3)]

PROCEDURES

1.1

The Yupiit School District (District) Superintendent and/or designee and/or District Federal
Program Parent Advisory Committee (FPPAC), and/or School Advisory Council (SAC)
Member will meet quarterly with Tribal officials, parents of Indian children, Indian
Education Parent Committee members and staff. The purpose of these meetings shall be to
inform and to address comments and concerns regarding Indian children's equal participation
in the educational programs of the district.

Generally, at least one or more of following meetings will occur annually: 1. District Title
VII, Part A Indian Education Parent Committee [FPPAC] public meeting 2. School Board
Public hearing on Title VIII (Impact Aid) Indian policies and procedures 3. Other meetings



Instruction

INDIAN POLICIES AND PROCEDURES (continued) E 6174.1(b)

organized by the [Federal Programs Parent Advisory Committee] Committee and/or
requested by Tribal officials and/or School Advisory Council and/or parents of Indian
children

2. POLICY

The district will annually assess the extent to which Indian students are participating on an
equal basis with non-Indian children in the educational programs and activities of the district.
[34 CFR 222.94(a)(3)]

PROCEDURES

2.1

The Superintendent and/or principal, in conjunction with the Parent Committee and/or the
IPP Committee, will review school data and comments with the Tribal officials, Indian
Education Parent Committee members, Indian community, and staff regarding the
assessment and extent of Indian student’s participation and progress in the educational
programs and services of the district.

3. POLICY

The district shall seek input from the Parent Committee and/or the I[PP Committee and if
necessary, modify its educational programs and services to ensure equal participation for
Indian students. [34 CFR 222.94(a)1(2)]

PROCEDURES

3.1

When assessment data indicate Indian students do not participate on an equal basis with non-
Indian students, or make appropriate progress, the Parent Committee and/or the IPP
Committee will be asked to recommend a plan or suggestions to modify the educational
programs or services in order to attain equal participation or appropriate progress.
Recommendations will be presented to the School Board for action.

4. POLICY

The following materials will be disseminated annually to Tribal officials [Native Community
Leaders] and the parents of Indian students via the district website and/or print:

*Title VIII Application [Impact Aid]

*Evaluation of programs assisted with Title VIII funds

*Program plans and information related to the education programs of the district
*Assessment data for Indian students and non-Indian students in the district



Instruction
INDIAN POLICIES AND PROCEDURES (continued) E 6174.1(c)

Adequate time and opportunity will be provided Tribal officials and/or the Parent Committee
and/or the IPP Committee and Indian parents to present comments and recommendations

regarding the disseminated documents and ways in which the district may help those children
realize the benefits of the district’s education programs and activities. [34 CFR 222.94(a)(6)]

PROCEDURES

4.1

The complete Title VIII application will be sent to Tribal officials and a summary prepared
for all Indian parents in conjunction with the January Title VIII public hearing.

4.2

Review of new or continuing programs is an on-going process of the School Board. Agendas
will be regularly forwarded to Tribal officials. An annual summary will be provided at the
January Title VIII public hearing.

4.3
Additional information is available upon request.

4.4

An annual School Board meeting will be held in January for the discussion of the
disseminated material as part of a regular School Board agenda. Tribal officials and Indian
parents and staff will be notified at least ten (10) days prior to the meeting. Notice will be
posted in the district office, School Offices, and will be sent to the Tribal Councils (and
Education Centers) for posting.

5. POLICY

The district shall solicit information from Tribal officials and parents of Indian students on
Indian views, including those regarding the frequency, location, and time of meetings. [34
CFR 222.94(a)(2)]

PROCEDURES

5.1

At any School Board meeting members of the Indian or Native community will be afforded
the opportunity to discuss their views, including any suggestion they may have regarding
the times, locations, and frequency of regularly scheduled meetings. Members of the
Indian/Native community may also submit their comments or suggestions in the following
ways:

*At any of the schools in the District Parent Committee (SAC) meetings
At the annual public hearing on Title VIII (Impact Aid)
*To the principal of the school at a scheduled time



Instruction
INDIAN POLICIES AND PROCEDURES (continued) E 6174.1(d)

*To the superintendent and/or designee at a scheduled time
*To the officers of the District Parent Committee [FPPAC] (to be forwarded to
the appropriate administrators and School Board)

6. POLICY

The district shall notify Tribal officials [Native community organizations] and Indian
parents of the locations and times of meetings. [34 CFR 222.94(a)(1).]

PROCEDURES

6.1

Tribal officials, parents of Indian students, the Indian Education Parent Committee and other
staff will be notified as to the location and times of meetings in the same manner as that
provided for the January School Board meeting. Notice will be posted in the district office,
at school offices, and will also be sent to the Tribal Council [Native Villages] and the Tribal
Education centers for posting.6.2 If required/necessary, notification of the locations and
times of meetings may be broadcast via local newspapers, TV channel and the phone
notification system.

7. POLICY

The district shall actively consult and regularly involve the Parent Committee and/or the
IPP Committee, as well as interested Tribal officials and Indian parents, in the planning and
development of the district’s educational programs and activities. [34 CFR 222.94(a)(4)]

PROCEDURES

7.1

The complete Title VIII application will be made available for review by the Parent
Committee and/or the IPP Committee and other interested members of the Indian
community prior to the public meeting generally held in January with sufficient time to
adequately review the materials prior to the meeting.

7.2

The IPP Committee and interested Indian parents and Tribal officials will review
assessment data to develop or modify educational programs or services to ensure
participation of Indian students on an equal basis. These findings and recommendations
will be presented to the School Board in March, or as required by Federal guidelines.

7.3

Members of the Indian community, Tribal officials, members of the Parent Committee
and/or IPP Committee and staff will be notified of modifications to programs or services as
stipulated in Procedure 4.1.



Instruction
INDIAN POLICIES AND PROCEDURES (continued)

8. POLICY

E 6174.1(d)

The district shall provide specific procedures for assessing the effectiveness of the Indian
community input regarding the participation of Indian children in the district's education
programs and activities and the development and implementation of the IPPs, and for

modifying the district's IPPs based on this input.
PROCEDURES
8.1

The IPP Committee and district staff will review parent and student input and surveys prior
to the preparation of the Title VIII Impact Aid program grant. Information regarding this
input will be discussed at the public hearing for the new Title VIII grant and/or at the public

hearing in January regarding Title VIII Impact Aid.

APPROVED BY:

Sign & Print Name: Tribal Official

Sign & Print Name: IPP Committee Rep

Sign & Print Name: Superintendent
School District

Sign & Print Name: School Board President
School District

Revised 3/2017

Dated

Dated

Dated

Dated

Yupiit School District
9/92



Yupiit School District

Box 51190 ! Akiachak, AK 99551 I Telephone (907) 825-3600 ! FAX (877) 825-2404

Date: November 16, 2017

To: Regional School Board
From: Rayna Hartz, Superintendent
Re: Approval of Agenda

The Administration recommends the approval of the Agenda to move up the Executive Session:
Legal Matters.









































































































































































































































































































BP 4161/4261 LEAVES - Certificated/Classified Personnel

US.C. 2601 et seq.

{00751851}



BP 4161.1 SICK LEAVE - Certificated Personnel

Every certificated employee working five school days each week is entitled to one and one-third
days of sick leave a month. Such leave for employees working less than five days per week shall
be proportionately less. Unused days of sick leave shall be accumulated from year to year
without limitation.

The Superintendent or designee shall establish procedures for reporting and verifying such

absences.

Teachers are subject to disciplinary action, up to and including termination, for misusing sick
leave, including providing false information regarding the use of, or need for, sick leave.

Certificated employees may transfer accumulated sick leave between districts and the
Department of Education. Employees are responsible for initiating a transfer of sick leave
credits within 90 days of employment.

Sick Legve Bank

Note: AS 14.14.105 provides that the Board may establish a sick leave bank independently or
jointly with teachers. The following optional language may be revised or deleted as
appropriate.

The School Board authorizes the establishment of a sick leave bank to provide teachers
sick leave benefits in

up toa
maximum of 204 days. The

Legal References:

ALASKA STATUTES
14.14. 105 Sick leave bank
14.14,107 Sick leave and sick leave transfer

Alaska Family Leave Act

ALASKA ADMINISTRATIVE CODE
4 AAC 15.040 Sick leave
4 AAC I5.900 Definitions

UNITED STATES CODE
Family and Medical Leave Act, 29 U.S.C. 2601 et seq.

CODE OFFEDERAL REG ULATIONS
29 CFR Part 825, amend. 2008

Revised
Adopted: 112006
Yupiit School District
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AR 4161.1 SICK LEAVE - Certificated Personnel

After any absence duc to illness or injury, the employee shall verify the absence by
submitting a completed and signed district absence form to his/her immediate supervisor.

The district may additionally require written verification by the employee's doctor or
practitioner. Such verification may be required whenever an employee's absence record
shows chronic absenteeism or a pattern of absences immediately before or after weekends
and/or holidays. or whenever circumstances elepsevidenee-indicates that an absence _may
is not be related to illness or injury. Chroni enteeism—may be—indicated—when—ar

] - =

At its expense, the district may require an employee to obtain a second opinion by ¥isit-a
different physician selected by the district in order to receive a report on the nature and
severity of an ill ness or injury. If the report concludes that the employee's condition does
not warrant continued absence.: the Superintendent or Principal, after giving notice to the
employee, may deny further leave.

Before retumning to work, an employee who has been absent for surgery, hospitalization or
extended medical iliness or treatment may be required asked to submit a letter from
his/her doctor stating that he/she is able to return to duty and stipulating any recommended
restrictions or limitations. The district may, at district expense, require the a second opinion
of a different physician chosen by the district.

Employee Notifications of Absence

Employees shall notify the district of their need to be absent as soon as such need is
known, so that substitute services may be secured. This notification shall include an
estimate of the expected duration of absence. If the absence becomes longer than estimated,
the employee shall again notify the district of the need for a substitute. If the duration of
absence is unknown or becomes shorter than estimated, the employee shall notify the
district of his/her intent to return by at least 3 p.m. of the working day preceding the day
he/she returns. If failure to so notify the district results in a substitute being secured, the
cost of the substitute shall be deducted from the employee's pay.

Revised 11/2017
Adopted: 1172006

Yupiit School District
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BP 4161.2/4261.2/4361.2 - EMERGENCY/BEREAVEMENT LEAVE PERSONAL
LEEAVES Al Personnel

Personal Neecessity
Certifieated-eEmployees may use up to ne-mere—thanseven—ten (10) days of their accrued

sick leave during each contract year for reasons of family emergency or bereavement.

persenal-neeessity.  Acceptable reasons for the use of sick leave personal—necessity lteave

include:

1. Death of a member of the immediate family.

Use of sick Hleave for emergencies persenal necessity-may be allowed for other reasons at the
discretion of the Superintendent-e+Principal. However, no such leave shall be granted for
purposes of personal convenience, for the extension of a holiday or vacation period, or for

matters which can be taken care of outside of working hours.

Legal References:

ALASKA STATUTES
FHAOIO02340550-A5 30.20.500-39.20.550 Alaska Family Leave Act

ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
4 4A4C 15,040 Sick Leave

Revised 9/97-11/2017
Adopted: 112006

Yupiit School District
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BP 4361 LEAVES - Management and Supervisory Personnel

The School Board recognizes the need to provide for leaves which management, supervisors
and confidential personnel may take for justifiable reasons as set forth in state law and
regulation. Such leaves shall be authorized pursuant to Board policies and/or administrative
regulations, and-Board action or individual contract.

Certificated management and supervisory employees shall be entitled to those leave

provisions provided in the Certified Teacher Handbook certificated —agreement —unless

otherwise specified in Board policy, administrative regulations or individual contract.

Classified management and supervisory employees shall be entitled to those leave provisions

provided in the eClassified Support Staff Handbook negetiated-asreement unless otherwise

specified in Board policy, administrative regulations or individual contract.

Legal References:

ALASKA STATUTES

14.14.107 Sick leave and sick leave transfer

39.20.500-39.20.550 231050023 10-550-Alaska Family Leave
Act

ALASKA ADMINISTRATIVE CODE
4 AAC 09.020 Teachers entitled to pay
4 AAC 15.040 Sick Leave

Revised 11/201 79487
Adopted: 112006

Yupiit School District
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