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Policy: GBRH  

Descriptor Code: Professional Personnel Leaves and Absences  

  

Employees of the Clarke County School District are expected to report to work as 

required unless leave is authorized and approved as specified in this and related 

policies and regulations. An employee whose absence does not qualify for leave 

under one of the subsections below, or under Policy GBRIG, will be subject to 

disciplinary action including termination. 

  

For the purpose of this policy, immediate family is defined as husbands and wives, 

parents and children, brothers, sisters, grandparents, grandchildren,father-in-law, 

mother-in-law, brother- in-law, sister-in-law, daughter-in-law, son-in-law,legal 

guardian, and any relative living in the immediate household of the employee. 

  

A. Sick Leave 

  

(1) Employees may use sick leave for (a) personal, physical, mental or emotional 

illness or injury, including disabilities caused or contributed to by pregnancy, 

childbirth,or related medical conditions, (b) exposure to contagious disease where 

the health of others, as certified by a medical doctor, would be endangered by 

attendance at work, (c) illness, injury, or death in the employee's immediate family, 

and (d)to attend their child's Individual Education Program or Section 504 meeting. 

  

(2)An employee who meets the criteria, other than a parent, whose leave is 

governed by other provisions herein, of immediate family as described above, may 

use up to five (5) days of sick leave to be with a healthy newborn child or a healthy 

adopted child at the time of the birth or adoption. These sick leave days cannot 

extend beyond day five after birth or adoption. 

  



(3) An employee who is the victim of and is physically injured as the result of a 

physical assault while in performance of his or her duties, and who is unable to 

return to work as certified by a medical doctor,may be absent from work without 

reduction in pay or charge against the employee's sick leave account provided, 

however, that this provision shall apply only to the first seven (7) work days of 

absence resulting from a single injury. 

  

(4) An employee who is absent from work for more than two (2)consecutive days or 

more than seven (7) cumulative days during a school year maybe required to 

submit medical documentation which certifies the employee was unable to perform 

his or her job duties during the time period the employee was absent from work. 

  

An employee is expected to comply with all requests for medical documentation by 

providing such documentation within fifteen (15) calendar days of the employer's 

request. An employee who fails to provide the requested documentation may be 

subject to disciplinary action, up to and including termination. Documentation will 

be considered incomplete and insufficient if applicable entries have not been 

completed, or if information provided is vague, ambiguous, or non-responsive. 

Employees will be given seven (7) calendar days to cure any such deficiencies in 

the medical documentation. If the specified deficiencies are not cured in the 

resubmitted certification,the School District may determine that the leave was 

unauthorized. Unauthorized leave may be retroactively designated as leave without 

pay. 

(5) An employee who is taking paid sick leave for an FMLA qualifying reason, will 

also be placed on FMLA leave retroactive to the first day of sick leave the FMLA 

qualifying event, with sick leave and FMLA leave running concurrently. 

(6)Sick leave may not be used the day before or proceeding a holiday or long 

weekend unless it is used in the event of unforeseen illnesses.In this instance, 

Employees requesting to use sick leave on the day before or after a holiday may be 

required to provide medical documentation to support the necessity for the leave. 

  

B. Accumulation of Sick Leave 

All unused sick leave shall be accumulated from one contract year to the next up to 

a maximum of 180 days. 

C. Bereavement 

(1) Employees are entitled to not more than five (5) days of leave with pay in any 

one school year in the case of death in the employee's immediate family. 

  

(2) Leave under this section in excess of five (5) days will be charged to sick leave; 

provided, however, not more than five (5) days may be charged to sick leave in any 

one school year in connection with leave under this subsection. 



  

D. Personal Leave 

(1) Employees with one or more years of consecutive service with the Clarke 

County School District may use a portion of their accumulated sick leave as 

personal leave. As a charter system under the Charter Schools Act of 1998 (O.C.G.A 

20-2-2060, et.seq) - Clarke County School District permits the number of days that 

may be used each year as personal leave is based on the following personal leave 

schedule. The employee is not required to disclose the reason for such leave. 

Absences must be entered into the Sub Finder system or Employee Self-Serve 

immediately upon approval for approval into the absence management system. 

The increase in the personal day allotment will be effective on July 1 following the 

employee reaching the required years of consecutive employment.  

  

Years Consecutively Employed                              Sick Leave Days that may be  

                                                                            used as Personal Leave 

  

     1 - 4                                                                                 3 

     5 - 9                                                                                 4 

     10 - 14                                                                             5 

     15 +                                                                                 6 

  

(2) A written request for personal leave must be submitted to the employee's 

immediate supervisor at least seven (7) days prior to the beginning of the leave. 

Personal leave must be approved by their supervisor. Approval will be granted 

when, in the opinion of the supervisor, such absence will not interfere with the 

mission of the school or program to which the employee is assigned. 

(3) No more than ten (10) percent of the certificated staff of any school or unit may 

be granted personal leave for any one day. 

(4) Employees who have accumulated 180 days of sick leave and who do not use 

their allotment of personal leave days for that school year will be paid $40.00 per 

day of unused personal leave not to exceed $120.00 per school year. 

(5) Personal leave may not be used the day before or the day preceding a holiday 

or extended weekend unless prior approval is granted. 

  

E. Professional Leave 

(1) Professional leave may be granted to enable employees to attend conferences, 

workshops and similar meetings related to the employee's duties. 

  



(2) Employees must submit their request for professional leave at least seven (7) 

working days prior to the departure date for such conference.Approval will be 

granted based on the benefit to the School District and to the professional 

development of the individual employee anticipated through participation in such 

conference and other factors related to the mission of the School District.Absences 

must be entered into the Sub Finder System or Employee Self-Serve immediately 

upon approval. 

(3) Travel expenses may be approved by the Superintendent (or designee) 

depending on availability of funds. 

  

F. Pregnancy Leave 

(1) Female employees who are not eligible for FMLA leave shall be granted a leave 

of absence without pay for the estimated length of any physical disability that is 

caused by or related to pregnancy, childbirth, or related medical conditions; 

provided, however, leave under this provision shall run concurrent with any other 

available leave. Any amount of pregnancy leave taken prior to the date of delivery 

shall be deducted from the employee's ten (10) week parental leave entitlement. 

  

(2)Except in case of emergency, the employee shall notify his/her supervisor and 

the FMLA Coordinator in Human Resources at least 30 calendar days prior to the 

date on which her leave is to begin.The expected date of delivery,the date through 

which the employee may work prior to delivery, and the anticipated date of return 

to work following the birth of the child must be indicated in the request. 

  

(3) The employee may continue in active employment as late into her pregnancy as 

she desires provided she is able to safely and properly perform the required 

functions of her job. 

  

(4) An employee who has been granted leave for the period of physical disability 

shall be entitled to return to active employment upon presentation of a doctor's 

statement of fitness to perform the required functions of the job and shall be 

assigned to a substantially equivalent position to be approved by the 

Superintendent. 

Refer to Policy GBRIG - Federal Family and Medical Leave Act. 

 

G. Parental Leave 

(1)An employee who has been employed by the School District for at least 12 

months prior to the start date of leave and who is not eligible for FMLA leave, shall 

be entitled to leave without pay for a period not to exceed at total of ten (10) 

weeks to be with a newborn child or an adopted child (i.e., bonding time) during 

the 12 month period beginning on the date of birth or adoption; provided,however, 



such leave shall run concurrent with any other available leave, including without 

limitation any paid sick leave that may be used for bonding time in accordance with 

Paragraph A above. 

(2) Following parental leave, the employee shall be permitted to return to a position 

that is equivalent to the one held at the beginning on the date of birth or adoption. 

(3) Parental leave may not be taken on intermittent or part-time basis. 

(4) If both parents are employed by the School District, they are limited to an 

combined total of 12 weeks of parental leave during the 12-month period following 

the date of birth or adoption. 

Refer to Policy GBRIG - Federal Family and Medical Leave Act. 

 

H. Military Leave 

(1) Employees (other than temporary employees) shall be entitled to a military 

leave of absence while performing ordered military duty, as defined by Georgia or 

federal law, with full employment and re-instatement rights as provided by law. 

(2) During ordered military leave, the employee's salary or other compensation 

shall be continued; provided, however, such compensation shall not exceed the 

compensation for 18 days in any one fiscal year. 

(3)In the event the governor declares an emergency and orders an employee to 

State active duty as a member of the National Guard, such employee shall be paid 

his or her salary or other compensation while performing such duty for a period not 

exceeding 30 days in any one fiscal year. 

Employees are entitled to leave while attending to military service and training 

obligations in accordance with O.C.G.A 38-2-279 and the Uniformed Services 

Employment and Reemployment Rights Act of 1994, as same may be amended 

from time to time.  

 

I. Religious Leave 

Employees are entitled to a religious leave of absence for recognized religious 

holidays. 

Religious leave will be deducted from earned personal leave. 

  

J. Court and Legal Leave 

(1) Employees will be entitled to leave to attend court or legal proceedings in the 

following circumstances: 

(a) When summoned for jury service, including service on the Grand Jury; 

  



(b) When subpoenaed to appear in court, at an administrative hearing or for a 

deposition on behalf of the District; or 

(c) When required to appear in court, at a hearing, at mediation or for a deposition 

in connection with a case arising out of the person's duties as an employee of the 

Clarke County School District 

(d) The employee will not be charged with leave as long as the summons, subpoena 

or other documentation verifying the necessity for attendance is provided within ten 

(10) days of such absence from work. 

 

(2) An employee will be entitled to take personal leave or leave without pay to 

appear in court, at a hearing, at mediation or for a deposition in a case not arising 

out of the person's duties as an employee of the Clarke County School District. The 

summons, subpoena or other documentation verifying the necessity for attendance 

must be provided within ten (10) days of such absence from work. 

  

K. Extended Leave of Absence Without Pay 

In addition to such leave,if any, to which an employee is entitled under the Family 

and Medical Leave Act of 1993. Employees may take extended leave under the 

following terms and conditions.  Leave under this section will be subject to approval 

by the Superintendent or designee and may only be granted one time during an 

employee’s tenure with the School District. 

 

(1)Extended leave without pay of absence will only be granted for the employees 

own illness, injury, impairment, or physical or mental condition that renders the 

employee unable to perform one or more essential functions of his or her job. 

  

(2)An employee must apply for extended leave without pay of absence at least 

fifteen (15) days in advance of the date such leave will commence. The application 

must include documentation from a physician which (1) certifies that the employee 

is disabled as a result of a specific medical condition; and (2) provides an 

anticipated return to work date. The School District, at its own expense, may 

require that employee obtain a second opinion from a physician of the School 

Districts choosing. 

  

(3) Extended leave without pay of absence may not exceed the current school year 

1 unless the employee is undergoing treatment for a medical condition which 

requires a regime of continuing medical intervention which consists of multiple 

in-person visits for treatment involving more than a course of prescribed 

medication(e.g., chemotherapy or radiation for cancer treatment). The period of 

extended leave without pay of absence which may be granted under this provision 

is limited to 60 calendar days. No additional leave without pay of absence will be 

granted beyond the 60-day extension. Leave under this section will be subject to 



approval by the Superintendent, and may only be granted one time during an 

employee's tenure with the School District. 

  

(4)Upon an employees return to work after leave under this section, the employee 

must undergo a fitness for duty evaluation. The cost of such evaluation shall be 

borne by the employee. The employee may not return to work until the employee 

submits the required fitness-for-duty certification. If an employee is unable to 

resume his/her job responsibilities after the approved period of extended leave 

without pay, the employee will be terminated. 

  

L. Vacation Leave 

Vacation leave is granted to 12-month, 248-day employees. It is accumulated daily, 

based on the number of years of continuous service with the district, as follows: 

  

CCSD Years of Continuous Service                    Annual Earnings 

              0-5                                                           10 days 

  

  

 

  

For each year after the 5th year, employees earn one(1) additional day, 

up to a maximum annual earning of 

15 days. 

  

  

Accumulated vacation leave may be scheduled throughout the year when approved 

in advance by the employee's supervisor. 

  

Effective July 1, 2007, employees may accumulate and carry forward into a new 

fiscal year as many as 60 days of vacation leave. 

  

If, at the end of any fiscal year, an employee has more than 60 days of vacation 

leave, all days in excess of 60 will be lost. 

  

Effective January 1, 2008, employees who depart the District may elect to be paid 

for unused accumulated leave. Payment will be based on the employee's 

daily/hourly rate at the time of departure. 

  

  

  



  

Clarke County Schools Date Adopted: 1/1/1975 

Last Revised: 1/8/2015 

State Reference  Description 

O.C.G.A 20-02-0182  Program weights to reflect funds for payment of salaries and benefits; maximum 

class size;reporting requirements 

O.C.G.A 20-02-0850  Sick leave for teachers and other personnel 

O.C.G.A 20-02-0852  Maternity leave 

O.C.G.A 20-02-0853  Accumulation of and payment for unused sick leave O.C.G.A 20-02-0870 Rightto 

leave for jury duty or when subpoenaed O.C.G.A 21-02-0404 Affording employees time off to vote 

O.C.G.A 34-01-0003  Discrimination against employee for attending judicial proceeding in response to 

subpoena prohibited 

O.C.G.A 38-02-0279  Rights of public officers and employees absent on military duty 

O.C.G.A 47-03-0092  Absence from employment due to sick leave; TRS creditable service 

  

Federal Reference  Description 

29 CFR Part 825  The Family and Medical Leave Act of 1993 - Regulations 

29 USC 2601  Family and Medical Leave Act-Findings and purpose 

  

These references are not intended to be part of the policy itself,nor do they indicate the basis or 

authority for the board to enact this policy.Instead, they are provided as additional resources for those 

interested in the subject matter of the policy. 
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