
Leave Guidelines & Information 
 
 
Absence Notification: 
Employee:  An employee is required to notify his/her supervisor any time they will be absent 
from work. Employees must also notify the AESOP system of their absence even if they are not 
going to obtain a substitute. 1-800-942-3767 or www.aesoponline.com   
 
Department to Human Resources:  If a department receives information that an employee will 
be off work for more than five days, the department needs to immediately notify Human 
Resources and provide the following information:  Employee name, reason for the absence, date 
the absence started, date the absence is expected to end. 
 
Human Resources to Department:  If the Human Resources department receives information 
from an employee that the employee will be off work for more than five days, Human Resources 
will notify the department administrative secretary via email and provide the following 
information:  Employee name, reason for the absence, date the absence started, date the absence 
is expected to end.   
 
Please contact Terri Walker, HR Analyst, 524-2824, for any questions regarding Leaves. 
 
Floating Holidays:  
SEIU represented employees, classified management and confidential employees accrue two 
floating holidays a year.  Certificated staff doesn’t accrue floating holidays.  Floating Holidays 
must be taken during the year in which they are accrued, and therefore may not be carried over to 
a subsequent year. (Use it or lose it.) Time off requires prior approval of the employee’s 
supervisor. 
 
Vacation Time: 
SEIU represented classified employees, classified management and confidential employees 
accrue vacation time.  Certificated staff does not accrue paid vacation time, but have non-work 
days. Vacation time is already built into the pay of most Teaching Assistants, and therefore is not 
available as paid time off.  The two categories of teaching assistant which are exceptions to the 
above sentence are: Adult Ed. at SDC and Court School.  One vacation day per year can be 
earned by Teaching Assistants if they use less than 5 days of sick leave in a school year. 
 
Disability : 
Eligibility:  All SCOE employees and teachers who work over 17.5 hours per week are covered 
by SCOE’s long term disability coverage, which is provided by Signa.  There is a 60 calendar day 
elimination period, which means an employee is not eligible for LTD unless they will be off 
work, due to disability, for more than 60 days.  The employee must complete LTD claim papers 
and the employee’s doctor must complete a section of the claim form.  All forms are returned to 
Human Resources.   
Benefits:  LTD pays 66% of the employee’s gross pay. 
 
 



 
 
Regular Sick Leave & Personal Necessity Leave: 
Personal Necessity Leave is a form of sick leave and comes out of the regular sick leave balance.  
Personal Necessity leave is NOT in addition to regular sick leave.  Personal Necessity limits 
remain constant and do not increase from year to year if the employee does not use personal 
necessity. 
 
Classified Employees: All classified employees may use up to 7 days per year of regular sick 
leave for personal necessity.  The SEIU contract and Merit Rules give examples of appropriate 
uses of personal necessity.  The final decision on requests for use of regular sick leave for 
personal necessity is made by the Director, Human Resources. Classified employees have two (2) 
No Ask, No Tell days (of the 7 personal necessity/sick leave days) per year. 
 
Regular Sick Leave & Extended Sick Leave aka Sub Difference: 
Employees are credited with the total amount of sick leave for the year on July 1st of each year.  
Sick leave may be carried over into a subsequent year, and there is no maximum on the total 
accrual of sick leave.  School employees (including SCOE employees) who retire under STRS or 
PERS may have unused accrued sick leave credited as service credits at the time of retirement.  
(There is no longer a July 1, 1980 threshold date, so all school employees who become vested in 
STRS or PERS now have access to this option.) 
  
An employee who is absent due to a non-work related illness or injury for less than 60 days may 
use accrued sick leave to cover their absence.  If the employee exhausts their accrued sick leave, 
and they have other paid leave the employee may decide to use other accrued leave, if any, to 
cover the absence.  After 60 calendar days the employee may qualify for LTD. 
 
Other Types of Paid & Unpaid Leave:  (Please see employee contracts, merit rules, and 
policies & procedures manual for specific details on the leaves listed below.) 
 
Child Care Leave: Employee must complete extended leave request form.  This is usually 
unpaid leave and is evaluated on a case by case basis.  Employee pays cost of benefit premiums. 
Family Care Leave:  Employee must complete extended leave request form.  Federal & state 
law provides up to 12 weeks per year unpaid leave for permanent employees.  SCOE continues to 
pay same cost of benefit premiums. 
Industrial accident/Illness Leave:  Please see hand-out on work related leaves in the SCOE 
Employee Center: HR Resources for Employees at www.scoe.org. 
Maternity Leave:  Treated the same as any other disability during the period of time the 
employee’s doctor says that she is unable to work. 
Military Leave: Absence request form or extended leave request form required, depending on 
duration of leave.  Military leave is provided by Ed code and merit rules. 
Witness/Jury Leave:  Absence request form required.  Employee must provide copy of 
subpoena to supervisor, and must turn over juror/witness fee, if any, to continue to receive full 
pay.  The employee may keep mileage check, if any. 
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