G-110:  Long-Term Leaves of Absence

Approved by:  Governing Council


Effective Date:  September 24, 2002

Revision Date(s):  July 10, 2006, August 10, 2009


POLICY:  
East Mountain High School will permit long-term leaves of absence in compliance with the Family Medical Leave Act (FMLA), where applicable, and will consider on an individual basis other long-term leaves that (1) contribute to professional growth, (2) allow for the maintenance of good health, (3) allow for childbirth, adoption, and infant care, (4) add significant value to the success of the school, or (5) are required by law.


See Policy G-007 Annual, Holidays and Short-Term Leave 


PROCEDURES:
1. Family Medical Leave Act of 1993 (FMLA)

In general, the FMLA allows up to twelve (12) weeks of unpaid, job-protected leave.  All staff members who have at least twelve (12) months of service to East Mountain High School and have worked 1,250 or more hours during the preceding twelve (12) months, may be eligible for unpaid family and medical leave.  
a. Required Notice:
If the necessity for the leave is foreseeable, an employee must provide the Principal/designee with thirty (30) days’ advance written notice of a request for a leave, but in any case notice is required as soon as such notice is practicable (i.e. within one (1) or two (2) business days when the need for leave becomes known to the employee).
b. Request for Leave:
An employee requesting leave must submit a written request to the Principal/designee which sets forth:

· the reasons for the leave;
· the anticipated start date; 

· the anticipated duration of the leave; and
· supporting documentation.

Appropriate supporting documentation must be provided with the request to verify the reasons for the leave.  Any requested leave based on a serious health condition, whether it involves the employee or a family member, may require an appropriate medical certification by a licensed health care provider.  In all cases of leave for medical reasons, East Mountain High School reserves the right to request a second medical opinion at East Mountain High School’s expense and further medical opinion, where appropriate.  Periodic recertification also may be required.
c. Application of Annual Leave:
An employee requesting leave will be required to apply any available annual leave time toward such FMLA leave. The applied East Mountain High School annual leave will “count” against FMLA leave.  
d. Twelve Month Period:
The eligible twelve-month period will be the school year, which begins on July 1 and ends on June 30.
e. Unpaid Leave:
The family and medical leave shall be without pay, provided however, the employee may be paid from unused Annual Leave or the Sick Leave Bank, if applicable.

f. Intermittent Leave or Reduced Leave Schedule:
Under some circumstances where instructional employees need intermittent leave or leave on a reduced leave schedule, East Mountain High School may require the employee to choose either to:

(i) 
Take leave for a period of a particular duration, not greater than the duration of the planned treatment; or

(ii) 
Transfer temporarily to an available alternative position for which the employee is qualified, which has equivalent pay and benefits and which better accommodates recurring periods of leave than does the employee's regular position.

If an employee chooses to take leave for periods of a particular duration in the case of intermittent or reduced schedule leave, the entire period of leave taken will count against the twelve (12) weeks of leave.

g. Limitations on Leave Near the End of an Academic Term:
Under certain circumstances where instructional employees begin leave near the end of a term, East Mountain High School may require the employee to continue taking leave until the end of the term. 
h. Limitations on Leave Where Husband and Wife are Both Employed by East Mountain High School:
Under some circumstances, a husband and wife who are both employed by East Mountain High School and eligible for FMLA leave to care for a family member may be limited to a combined twelve (12) weeks of leave. 
2. Military Leave Under the Family Medical Leave Act:
An employee who has been injured or has a family member injured during military service may be entitled to unpaid leave under the FMLA.  In addition, an employee may be entitled to FMLA leave for certain activities related to that individual or their family member’s assignment to active duty.  

3. Extended Leave Beyond FMLA:
The Principal will consider requests for extended leave beyond the eligible FMLA leave when such additional leave would be in the best interest of East Mountain High School. 
a.  Where planning is possible, such as in the case of childbirth or scheduled medical treatment, extended leave should be for an entire semester, term, or school year in order to avoid disruption to the student learning process.  Such leave shall not exceed one (1) school year.
b. Where the requested leave begins during a semester, the Principal may require the employee to continue the leave until the end of the semester. 
c. Where an extended leave is granted, the date of return should be at the beginning of a semester.
d. Employees granted an extended leave of absence for a portion of the school/work year must notify the Principal, in writing, of his/her desire to return to active employment at least thirty (30) days prior to the date of return. 
e. Employees granted an extended leave of absence for an entire school/work year must notify the Principal of his/her desire to return to active employment by March 15 of the school/work year in which the leave was granted.  
f. The extended leave shall be without pay, provided however, the employee may be paid from unused Annual Leave or the Sick Leave Bank, if applicable.

g. The employee shall not accrue seniority, Annual Leave, or other accrued benefits during the period of extended leave.

4. General Requirements:
a. Employees granted a leave of absence for personal health or childbirth reasons shall be required to submit to the Principal/designee, prior to their return to work, a physician's statement releasing the employee to return to work and to perform the essential functions of his/her position, with or without reasonable accomodations.
b. Abuse of leave may be grounds for disciplinary action against an employee including termination or discharge.
c. If allowed by NMPSIA and requested by the employee, the school may continue the employee’s health plan benefits during the leave period.  The school will continue to pay its portion of the insurance coverage and the employee will be responsible for payment of his/her portion at least one (1) month in advance.  Failure by the employee to pay his/her portion of the insurance premium in advance will result in cancellation of the insurance coverage.

d. Eligible emplyees ordinarily return from leave to be reinstated to their former position or an equivalent position; however, exceptions may apply.
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