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Number

Classification

Policy Title

Administration Comments

5401

Critical

Sick Leave

5404

Critical

Family, Medical, and Maternity Leave

These two model policies were revised to reduce the need for frequent updates when
leave laws change, which creates a more enduring policy. Rather than paraphrasing or
summarizing statutory or regulatory language, these model policies now reference the
relevant laws and clarify that districts will follow them. Where the law provides options, the
model policies have been structured to allow districts to choose what best fits their
district’'s needs. For example, Model Policy 5404 now includes options addressing
whether to require employees to use paid leave while on leave under the Family and
Medical Leave Act (FMLA), whether to limit family leave when both parents work for the
district, and whether to require a fitness-for-duty certification before an employee returns
to work following leave for their own serious health conditions. With these revisions,
Model Policy 5404 was retitled to Family and Medical Leave.

Discretionary

Emergency and Discretionary Leaves

This model policy was revised by removing references to legally required leaves to focus
solely on discretionary leaves. Because districts are not legally required to offer the
leaves described in the revised model policy, they are not obligated to adopt a policy that
covers them. If a district chooses to adopt this model policy or similar, they may determine
which discretionary leaves to include.

If a district is considering changes to existing leave policies and intend those changes to
apply to represented employees, we recommend consulting with the district’s legal
counsel to determine whether any bargaining obligations may apply.
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Policy: 5401
Section: 5000 - Personnel

SICK LEAVE

Sick Leave

Compliance with RCW 28A.400.300
The district shaltwill grant each full-time;certificated and classified staff-memberemployee of

the district up-te-a-maximum-of12-sick leave days-annually—Unused-sickleavein accordance

with RCW 28A.400.300 and applicable collective bargaining agreements.

Attendance Incentive Program

Eligible employees may becash out accumulated en-a-year-to-year-basis-up-to-a-maximum-ofsick
leave in accordance with WAC 392-136-015 and WAC 392-136-020.

Emplovees Covered by RCW 49.46.210

For employees covered by RCW 49.46.210, the numberofcontractdaysinacontractpetiod;
nottoexceedoneyear:

The-district will comply with that statute and the regulations that implement it. The

superintendent or designee may adopt a procedure that addresses sick leave use by employees
covered by RCW 49.46.210.

Yerification

For employees not covered by RCW 49.46.210, the district may require a-signed statementfrom
a-physietanthose employees to provide verification for any-absenee-in-exeess-ofthe need to take
sick leave when they take more than three consecutive days-—} of sick leave-benefits-are
cxhausted,

Unpaid Leave
Employees who exhaust their paid sick leave may request unpaid leave. At its discretion,

the boardmay-district will determine whether to grant teaveunpaid leave. If an employee
does not receive approval for unpaid leave, but, nonetheless, does not attend work, they
will be considered absent without payforthebatance-oftheyearupotrrthe
recommendationof thesuperintendentleave and may be subject to discipline.




Policy: 5404
Section: 5000 - Personnel

Family; and Medical;-and-Maternity Leave

I. State Paid Family and Medical Leave

Paid family and medical leave are benefits administered by the Washington State Employment
Security Department- (the “ESD”). Employees interested in applying for these benefits must
follow the process described in Chapterchapter 192-610 WAC. Employees who have questions

regarding the application process may contact the Employment-Seeurity DepartmentESD or visit
its website at paidleave-wa-gov-paidleave.wa.gov. The district will post notices made available

by the Employment-Seeurity DepartmentESD that provide pertinent information regarding paid

family and medical leave benefits: and will comply with applicable provisions of the Paid Family
and Medical Leave Act (PFMLA).
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Policy: 5404
Section: 5000 - Personnel

II. Federal Family and Medical Leave

The district will grant employees leave in accordance with the Family and Medical Leave Act
FMLA).

FMLA provides eligible employees who qualify the right to take up to twelve weeks of unpaid,
job-protected leave in a twelve-month period for certain family and medical reasons. It also gives
eligible employees who qualify the right to take up to twenty-six weeks of unpaid, job-protected
leave in a twelve-month period to care for a covered servicemember with a serious injury or
illness.

The twelve-month period for FMLA leave is measured from the date they first use FMLA.

[Use of Paid Leave

When available to an employee, paid leave will run concurrently with the use of FMLA leave.
Emplovyees receiving benefits under PFMLA., a disability leave plan, or workers’ compensation
concurrently with FMLA leave will not be required to use paid leave while receiving those

benefits.}

fLimitation on Leave to Bond with a Newborn or Newly Placed Child

If both parents of a newborn or newly placed child are employed by the district, they will be
limited to a combined total of twelve weeks of leave for the birth of the child, placement of the
child for adoption or foster care, or to bond with the child after birth or placement. This
limitation doesn’t apply if there is a need to care for the child because of a serious health

condition.}
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Policy: 5404
Section: 5000 - Personnel

[Fitness-for-duty Certification
To be restored to work after taking FMLA leave, an employee who was out because of their own
serious health condition must submit a fitness-for-duty certification stating that the emplovee is

fit to resume work.}

II1. Pregnancy-Related Disability Leave

An employee with a pregnancy-related disability may take leave during the period of disability.
The district may require documentation to verify the need for and length of leave related to the

pregnancy-related disability.

An employee who is entitled to take leave because of a pregnancy-related disability may use
accumulated sick leave during their period of disability. If an employee exhausts their sick leave
before they can return to work, the employee may be granted unpaid leave for the remainder of
their period of disability. During any period of unpaid leave, the employee will be required to
pay their portion of the premium related to their health benefits.
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days.
pregnancy-related disability leave, an employee will be allowed to return to the same job or
similar job of at least the same pay. unless there is a business necessity (like a reduction in force)

that justifies otherwise.

Last Revised: February __, 2026
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WAC 162-30-020 Pregnancy, childbirth, and pregnancy
| i
"y . | Medicall 1993

2011 —Oectober
ManagementResourees:
Lo
2009 - April Issuc
Classification: Essential
Critical

Prior Revised Dates: 06.04.98; 04.09: 105-03.11; 4.2412.11; 10.19

Legal References:

Title 50A RCW Family and Medical Leave

WAC 162-30-020 Pregnancy, childbirth, and pregnancy related conditions
Chapter 192-500 WAC Definitions

Chapter 192-510 WAC Assessing and collecting premiums
Chapter 192-540 WAC Employer responsibilities

Chapter 192-550 WAC Penalties and audits

Chapter 192-600 WAC Employee notice to employer
Chapter 192-610 WAC Initial application for benefits
Chapter 192-620 WAC Weekly benefits

Chapter 192-630 WAC Claim determinations

Chapter 192-700 WAC Employment restoration

29 USC Sec 2601 Family and Medical Leave Act of 1993

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

Management Resources:

2019 - October Policy Issue
2011 - December Issue
2011 - October Issue

2009 - April Issue

Cross References:

e 5021 - Conflicts Between Policy and Bargaining Agreements

© 2020-2025 Washington State School Directors' Association. All rights reserved.




Policy: 5401
Section: 5000 - Personnel

o — Chapter 392136 WAC—Conversion-of Aceumulated RCW 49.46.200 Paid

sick leave
RCW 49.46.210 Paid sick leave - Authorized purposes - Limitations
Chapter 296-128 WAC Minimum Wages
RCW 28A.400.210 Employee attendance incentive program - Remuneration or benefit
plan for unused sick leave

e RCW 28A.400.300 Hiring and discharging of employees - Written leave policies -
Seniority and leave benefits, of employees transferring between school districts and other
educational employers
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e Chapter 392-136 WAC Finance - Conversion of Accumulated Sick Leave
AGO 1964 No0.98 Sick leave for certificated and noncertificated employees
AGO 1980 No.22 Limitation on compensated leave for school district employees

Management Resources:

e 2017 - December Policy Issue

Cross References:

e 5021 — Contflicts Between Policy and Bargaining Agreements
5406 - Leave Sharing

W hee School Distri

Revised: 3.26
Classification: Critical
Prior Revised Dates: 1:01; 6-14-:11




Policy: 5403
Section: 5000 - Personnel

Emergency and Discretionary Leaves

Emergency Leave
Emergency leave may be granted for no more than 5 fiNumber}-days per year and may be

taken in the case of emergencies-asdefinedinthefottowing:.

An emergency arises out of unforeseen and unexpected circumstances which create an air
of crisis or extreme need. The circumstances must present a grave and clear danger that
imminently threatens physical or mental health or would result in irremediable harm or i
immediate disaster to life or property unless some action is taken. Employees may not use
emergency leave for situations when sick leave or personal leave are more appropriate.

A written application for emergency leave must be returned to the district office on the day
of return to work. sehoot:

Family Fmergeney Leaves




Policy: 5403
Section: 5000 - Personnel

The-distrietshattwill allow each full-time staff member a maximum of five{5) 5 fiNumber}
days paid leave upon the death of an emptoyee'semployee’s spouse, mother, father, son,
daughter, sister, brother, mother-in-law, or father-in-law. One day of paid leave atso
stattwill be allowed upon the death of a son-in-law, daughter-in-law, brother-in-law, sister-
in-law, grandmother, grandfather, granddaughter or grandson. The deaths of more than
one family member resulting from a common occurrence shattwill be treated as a single
death with respect to the length of leave granted.

D. Birth or Adoption of a Child
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5000 - Personnel
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Leave of Absence




Policy: 5403
Section: 5000 - Personnel

At the discretion of the superintendent or designee, the district may grant leaves of absence for
specific periods of time for up to one school year. A leave of absence will be without pay or
benefits. During the leave the staff member may pay the district’s share of any insurance benefits
program to maintain those benefits. In considering whether to grant a leave of absence, the needs
of students and the district program warrant primary consideration. A leave of absence will be
granted only when it will not have an undesirable impact upon the educational program or business

operations.

A staff member will be entitled to return to a position in the district at the end of the leave of
absence subject to the availability of a position for which the staff member is qualified. The staff
member granted a leave of absence will inform the board by April 1 as to his/her intentions to
assume a position in the district for the ensuing school year. If said notification is not received, the
individual’s employment rights with the district may be terminated.

A staff member on a leave of absence will not earn any salary schedule experience credit, any sick
leave credit, or benefits during the leave of absence.

Last Revised: February ,2026
Classification: Discretionary
Prior Revised Dates: 04.98, 08.02; 04.09; 10.11; 12.11

- Ref : L Pol; : cabiliteof L Pobi:

Legal References:—RCW 49512270 Sickteave; timeoff—Careof famity
members




Policy: 5403
Section: 5000 - Personnel

o WenatcheeRCW 28A.400.300 Hiring and discharging employees - Written leave

policies - Seniority and leave benefits of employees transferring between school districts
and other educational emplovers

Management Resources:

e 2011 - December Issue
e 2011 - October Issue
e 2009 - April Issue
Cross References:-School Distriet

e 5021 - Conflicts Between Policy and Bargaining Agreements

© 2020-2025 Washington State School Directors' Association. All rights reserved.






