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POLICY:
East Mountain High School provides its employees annual leave and holidays based upon the terms of their individual employment contracts.  Further, the administration will consider long-term and short-term leave for its employees.  The Principal or the Principal’s designee shall approve all leave on an individual basis.


PROCEDURES:


Annual Leave:  Annual leave, which includes medical and personal leave, will be designated in the employee’s individual employment contract. 

1. To request leave, an employee must fill out a Time-Off Request form and submit it to the Principal for approval.

2. Upon approval by the Principal, the Time-Off Request form should be submitted to the Business Manager.

3. No employee will be allowed annual leave on the day immediately before or after a holiday, unless supported by a physician’s note.

4. The Business Manager will track employee use of Annual Leave.

5. At the conclusion of each contract year, a maximum of five (5) unused Annual Leave (medical/personal leave) days may be carried forward to the next contract year.  Such medical/personal leave days may be accumulated to a maximum of thirty-six (36).  

6. Upon termination of employment, all unused and accumulated Annual Leave is forfeited, and will not be purchased by East Mountain High School nor transferred to any other employee. 

7. For each day’s absence from duty beyond allowable Annual Leave, the Business Manager will make corresponding payroll deductions.

8. Bereavement leave will be classified as personal leave and the procedures above will apply.  Time off will be deducted in the same manner as all annual leave.
Holidays:
1. The East Mountain High School Business Manager in collaboration with the Principal will develop an annual contract calendar listing all designated holidays to be attached to each employee’s contract.

1.
Long-Term Leaves
The Principal may grant an employee a long-term leave of absence only if the leave 1) contributes to the employee’s professional growth, 2) allows for the maintenance of good health, 3) allows for childbirth, adoption, and infant care, 4) adds significant value to the success of the school, or 5) is required by law.  

a. To be eligible for a leave of absence, an employee must have worked for EMHS for a full school-year, during which the employee must have worked a total of 1250 hours, and the employee must have had satisfactory work performance and not be the subject of discipline or on a professional improvement plan prior to the leave request.

b. Employees requesting such leave are to provide the Principal with appropriate supporting documentation justifying their request, including a physician's statement when the request relates to personal health, childbirth or healthcare reasons. The Principal may request further clarification or justification prior to making a decision.

c. 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.

d. 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.
e. Where the requested leave begins during a semester, the Principal may require the employee to continue the leave until the end of the semester. 
f. Where an extended leave is granted, the date of return should be at the beginning of a semester.
g. 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. 
h. 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.  
i. Employees granted an extended leave of absence for personal health or childbirth reasons shall be required to submit to the Principal, prior to their return to work, a physician's statement releasing the employee to assume full duties.
j. The employee's daily rate of pay will be deducted from the employee's salary for any unauthorized absence or absence not meeting the criteria set forth above. Abuse of leave may be grounds for disciplinary action against an employee including termination or discharge.
k. An employee may not take an intermittent leave or work a reduced schedule unless approved by the Principal and medically necessary.  If such a schedule is medically necessary (e.g., cases of planned medical treatment), the Principal may require the employee to transfer to another position, if that position better accommodates the employee’s recurring periods of leave.  

l. If an employee, whose duties are principally instructional (teachers), applies to take intermittent leave or leave on a reduced work schedule that is foreseeable based upon a planned medical treatment, the School may require the employee to either:

1) Take a continuous leave for the entire medical treatment period, or

2) Transfer temporarily to another position.

m. If possible, employees must provide at least thirty (30) days written notice to the School of the date upon which the leave is to commence.  Such advance notice is not required in cases of medical emergency or other unforeseen events.  In those cases, it is the employee’s responsibility to provide the School with as much notice as is practical.

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

o. 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 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. 

p. An employee may be denied reinstatement following the leave if reinstatement would create a substantial economic burden for the school.

2. Professional Leave

Employees may be entitled to attend professional activities such as conferences, meetings, seminars, etc. at his/her own expense provided attendance is considered beneficial to the school and its programs. If an employee is acting in some capacity on behalf of the school, the employee will not lose pay during his/her absence, and may have all or a portion of the expenses for attending such activity paid.

With the Principal’s prior written approval, employees may be released, with full pay, to serve as speakers, consultants or resource persons outside the school.  An employee accepting such assignment may not accept any fee or honorarium other than a reasonable fee for preparation done outside the employee’s duty day.  The person or institution receiving the services is responsible for travel, lodging, meal expenses and substitute costs, if necessary.

Leaves to attend or participate in professional activities shall not exceed 5 days per school year. Any employee wishing to attend more than 5 days of professional activities per school year must submit a written request to the Principal with justification for the employee’s absence from the school and how the employee’s duties will be covered. Such request may or may not be granted, in the sole judgment of the Principal, based on the Principal’s perceived need for the employee at school.

3.
Military Leave

Any employee who is a member of an organized unit of the National Guard, or a reserve unit of any of the military branches, shall be given paid military leave not to exceed fifteen (15) days each fiscal year when ordered to active duty training with such organized units. Such leave is in addition to Annual Leave or vacation time to which the employee is otherwise entitled. Such military leave will be granted with full salary regardless of the amount of money drawn by the employee while on such military duty.

4.
Jury Duty and Court Subpoena Leave

Leave of absence will be granted when an employee is subpoenaed to appear in an official proceeding if such proceeding does not involve self-employment and does not concern the employee's own personal affairs. Leave will be granted to an employee for appearance in court as a witness, to serve on a jury, or to respond to an official order from another governmental jurisdiction for reasons not brought about through misconduct of the employee. Such leave will be granted with pay up to the amount of the difference between the employee's regular earnings and any amount received for jury duty or witness fees. Any compensation received, except for transportation expenses, shall be submitted directly to the school business office.

5.
Victims of Domestic Abuse Leave

Pursuant to New Mexico’s Promoting Financial Independence for Victims of Domestic Abuse Act, any employee who is the subject of domestic abuse or whose family member (a minor child of the employee or a person for whom the employee is the legal guardian) is the subject of domestic abuse, may take intermittent paid or unpaid leave up to 14 days in any calendar year for the purpose of:

a. Obtaining a protection order or other judicial relief from domestic abuse;

b. Meeting with law enforcement officials relating to domestic abuse;

c. Consulting with attorneys or district attorneys regarding domestic abuse;

d. Consulting with victim advocates; or

e. Attending court proceedings relating to domestic abuse of the employee or the employee’s family member. For these purposes, “family member: means a mnor child of the employee or a person for whom the employee is the legal guardian. 

Verification: The employee is required to provide verification of the need for domestic abuse leave, within 7 days of the commencement of the leave, including one of the following:

a. Police report indicating that the employee or the employee’s family member is a victim of domestic abuse;

b. A copy of the Order of Protection;

c. A written statement of the attorney representing the employee, the district attorney victim advocate, the police officer or prosecuting attorney stating that the employee or the employee’s family member appeared or is scheduled to appear in court in connection with an incident of domestic abuse.

Notice: As soon as reasonably practical, the employee shall provide notice to the Principal of the need to take domestic abuse leave. However, when leave is taken in an emergency, the employee must give notice to the Principal within 24 hours of commencing domestic abuse leave.

Benefits: The employee may use annual leave or other available personal time off, comp time, or unpaid leave consistent with EMHS policies. To the extent permitted by law, EMHS shall not withhold pay, health coverage insurance or any other benefit that has accrued to the employee, and shall not include time taken for domestic leave in calculating eligibility for benefits. 

Confidentiality: EMHS shall not disclose verification information, and shall maintain confidentiality of:

a. The fact that the employee or family member was involved in a domestic abuse incident

b. That employee requested or obtained domestic abuse leave

c. That employee made a written statement about the need for domestic abuse leave

EMHS may disclose information related to domestic abuse only with the employee’s consent, or when a court or administrative agency orders disclosure, or when otherwise required by law.
Employee:_________________________________
Date:___________________________
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