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A staff member may cash-out all accrued sick leave at the above rate at the time of 
separation due to retirement, provided that the retiree provides documentation from 
the appropriate state retirement system.  Such leave shall be accrued at the rate of no 
more than one (1) day per month. 
 
The administrator of the estate of a deceased staff member may also cash-out all 
accumulated sick leave at the rate of one (1) day’s monetary compensation for every 
four days of leave.  A certified copy of the death certificate must be submitted to the 
district office or proper documentation of court appointment as administrator of the 
estate. 
 
An employee who is at least fifty-five (55), has ten (10) years of service in the retirement 
system, and is a member of either the teachers’ or school employees’ retirement system 
Plan 3, or is at least age fifty-five (55), has at least fifteen (15) years of service in the 
retirement system and is a member of either the teachers’ or school employees’ 
retirement system Plan 2 may cash-out all accumulated sick leave at the rate of one (1) 
day’s monetary compensation for every four (4) days of sick leave at the time of 
separation from employment. 
 
Earned sick leave shall not be accumulated in excess of 180 days as of December 31 of 
each year, except that an employee may exercise the annual January cash-out option for 
all days accumulated in excess of this maximum. 

 
Cross References:  
 Board Policy 5021   Applicability of Personnel Policies 
 
Legal References: 
 RCW28A.400.300 
 RCW 28A.58.097 
 WAC 392-136 
 RCW 28B.50.551 
 RCW 28A.58.099 
 RCW 49.12.270  Sick Leave to Care for Family Members 
 RCW 49.12.360   Parental Leave - Discrimination Prohibited 
 RCW 49.78 
 WAC 296-134 
 P.L. 103-3 
 (29) CFR Part 825 Family and Medical Leave Act 
 
 
 
 
 
 
 
 
 
 
 
Adopted:       (WPR)   



Policy No.  5330 5404 
Personnel 

Arlington Public Schools No. 16 
Page 1 of 6 

 
Sick, Injury and Emergency Leave 

FAMILY LEAVE 
 

A. Leave Days 
 

1. Full-time certificated employees will be allowed sick, injury and emergency leave 
at the rate of twelve (12) days per employment year.  Part-time employees who 
work on a regular basis will be entitled to a portion of twelve (12) days sick leave 
as the total number of full working days for that position equates to 180 days. 
 

2. Twelve (12) days of sick leave will be granted each regular classified employee 
who works one hundred eighty (180) or more days per work year.  Employees 
who work less than one hundred eighty (180) days per work year will earn one 
(1) day each fifteen (15) days of contracted work.  A day of sick leave is the 
typical or average workday of the employee. 

 
3. Employees entering the employ of the district from another Washington school 

district, the Office of Superintendent of Public Instruction or state community 
college system, or offices of educational service districts in the state of 
Washington are entitled to transfer to this district such personal sick leave 
benefits as the employee may have accumulated in their former employment 
when such entitlement is certified by the previous employer. 

 
4. Employees returning to employment in the district after no more than one (1) 

school year of absence will be entitled to reclaim personal sick leave benefits 
recorded to their credit at the time of their earlier termination. 

 
 5. Sick leave may accumulate up to the maximum allowed by the state. 
 

a. For certificated employees, the maximum accumulation for sick, injury 
and emergency leave purposes is the number of days on their basic 
contracts. Employees working on a less than full-time equivalency basis 
will have a maximum pro-rated to their fractional basic contract. 

 
b. Twelve-month classified employees may accumulate up to 260 days for 

sick, injury and emergency leave purposes.  Classified employees who are 
working fewer than 12 months in a regularly assigned position shall be 
eligible to accumulate a balance equivalent to the number of contract days 
for their position. 

 
6. All employees will be credited with the yearly allowable number of sick leave 

days in October of each year. 
 
7. If employment is terminated during the fiscal year for other than health reasons, 

the sick leave days granted during the current year will be adjusted to those 
earned.  A person commencing employment during the fiscal year will be 
granted leave days on a pro rata basis. 
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B. Sick and Injury Leave 
 

1. Sick leave is defined as days of absence from duty because of personal sickness 
or injury and for which no deduction is made in compensation of the employee, 
provided the employee has compensated leave balance available. 

 
2. At any time, a doctor’s statement attesting to the illness or injury may be 

required by the superintendent designee. 
 

3. When the employee qualifies for sick and injury leave but has exhausted his/her 
accumulated leave, the employee may, with prior approval by the 
superintendent designee, be absent on an unpaid sick/injury leave. 

 
4. An employee absent because of sick, injury and emergency leave may not serve 

in other forms of gainful employment beyond the gainful employment that had 
been a regular part of the employee’s workweek prior to the sick, injury and 
emergency absence.  To do so may constitute a breach of contract. 

 
C. Family Care Leave 

 
1. Family Illness: 

 
District staff members may use accrued sick leave to care for an immediate family 
member with a serious health condition that requires treatment or supervision.  The 
district may require a signed statement from a licensed medical practitioner to verify 
the need for treatment or supervision for any absence. 
 
In the event the staff member’s sick leave has been exhausted, the leave may be 
granted without pay. 

 
D. Death in the Family – Bereavement Leave 

 
The district shall allow each full-time staff member a maximum of five (5) days leave 
upon the death of an employee’s spouse, parent, child, sister, brother, mother-in-law, 
or father-in-law.  Leave also shall be allowed upon the death of a son-in-law, daughter-
in-law, brother-in-law, sister-in-law, grandmother, grandfather, grandchild, aunts, 
uncles, and cousins.  The deaths of more than one (1) family member resulting from a 
common occurrence shall be treated as a single death with respect to the length of leave 
granted.  Such leave is non-accumulative. 

 
E. Family and Medical Leave Act 
  

1. The Arlington School District follows all provisions of the federal Family Medical 
Leave Act of 1993.  To be eligible for FMLA, an employee must have: 

 
a. Worked for the employer for a total of 12 months; and 
 
b. Worked at least 1,250 hours over the previous 12 months. 

 
2. Following twelve (12) weeks of approved Family Medical Leave, the staff 

member will pay the premiums for any district insurance plans to keep coverage 
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in effect.  If the employee fails to make timely payment of his/her portion of the 
premium, the district shall cease to maintain health coverage at the end of the 
twelve weeks of Family Medical Leave.  Upon the employee’s return to work, 
the employee’s group health benefits will be restored to the terms that would 
have been provided if the employee had continued employment for the duration 
of such leave.  
 
If the employee fails to return from Family Medical Leave the district may 
deduct from any sums owed to the employee for all premiums paid during the 
leave.  Any amount not received by deduction, the former employee must 
reimburse directly to the district. 

 
3. The district may obtain the opinion of a second health care provider, at district 

expense, concerning any information pertinent to the employee’s leave request.  
If the opinions of the health care providers differ on any matter determinative of 
the employee’s eligibility for family leave, the two health care providers shall 
select a third provider, whose opinion, obtained at the employer’s expense, shall 
be conclusive. 
 

4. Employees should consult with their supervisor when giving notice regarding 
planned medical treatments and make reasonable efforts to schedule the leave so 
as to not unduly disrupt the district’s operations, subject to the approval of the 
health care provider. 

 
F. Emergency Leave 
 

1. Emergency leave may be granted for problems for which preplanning is not 
possible or could not relieve the necessity for the employee’s absence. 

 
2. Emergency leave not to exceed twelve (12) of the aggregate sick, injury and 

emergency leave days may be granted in any year at no deduction in salary as 
long as it is covered under the allowed leave days. 

 
3. If an emergency leave request is based on a need for a court appearance, a copy 

of the summons or subpoena must accompany the request. 
 

4. Emergency leave will not be allowed when such leave requested is based on class 
action against the district.  When an individual employee brings legal action, 
including grievance hearings, against the district, emergency leave may be 
granted if such relief is awarded by the hearing body. 

 
5. The superintendent designee will have final authority regarding disposition of 

requests for emergency leave.  Denied requests may be reconsidered by the 
superintendent if requested by the employee. 

 
G. Attendance Incentive Program 
 
 A. Sick leave shall be administered per WAC 392-136-003 through WAC 392-136-

085. 
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B. The administrative staff is directed to establish the procedures necessary to 
implement and administer the sick leave benefits prescribed by law and this 
policy. 

 
C. In January of the year following any year in which a minimum of sixty (60) days 

of sick leave is accrued, and each January thereafter, any eligible staff member 
may exercise an option either: 

 
1. to receive remuneration for unused sick leave accumulated in the 

previous year in an amount equal to one (1) day’s monetary 
compensation of the staff member for each four full days of accrued sick 
leave in excess of 60 days; or 

2. to add that year’s sick leave to the staff member’s accumulated sick leave. 
 

All such leave for which the staff member receives compensation shall be deduced from 
accumulated sick leave at the rate of four days for every one (1) day’s monetary 
compensation. 
 
A staff member may cash-out all accrued sick leave at the above rate at the time of 
separation due to retirement, provided that the retiree provides documentation from 
the appropriate state retirement system.  Such leave shall be accrued at the rate of no 
more than one (1) day per month. 
 
The administrator of the estate of a deceased staff member may also cash-out all 
accumulated sick leave at the rate of one (1) day’s monetary compensation for every 
four days of leave.  A certified copy of the death certificate must be submitted to the 
district office or proper documentation of court appointment as administrator of the 
estate. 
 
An employee who is at least fifty-five (55), has ten (10) years of service in the retirement 
system, and is a member of either the teachers’ or school employees’ retirement system 
Plan 3, or is at least age fifty-five (55), has at least fifteen (15) years of service in the 
retirement system and is a member of either the teachers’ or school employees’ 
retirement system Plan 2 may cash-out all accumulated sick leave at the rate of one (1) 
day’s monetary compensation for every four (4) days of sick leave at the time of 
separation from employment. 
 
Earned sick leave shall not be accumulated in excess of 180 days as of December 31 of 
each year, except that an employee may exercise the annual January cash-out option for 
all days accumulated in excess of this maximum. 
 

 
Every employee of the District who has worked for the District at least one year and for at 
least 1,250 hours in the preceding year is entitled to twelve (12) workweeks of family leave 
during any twelve (12) month period to: 
A. Care for a newborn child, an adopted child of the employee who is under the age of 

eighteen at the time of placement for adoption, or a newly placed foster child; or 
B. Care for a spouse, parent or child of the employee who has a serious health condition, or 

the employee may obtain leave for a personal health condition if it renders the employee 
unable to perform his or her job. 
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Leave taken for newborn or adopted child care, shall be completed within one year after the 
date of birth or placement for adoption. Family leave authorized under this policy must be 
taken full-time and consecutively unless an alternative schedule is approved by the 
Superintendent or where intermittent or reduced leave is medically necessary. Instructional 
staff may not take reduced or intermittent leave when it would constitute 20% of the number 
of working days in the period during which the leave would extend without the approval of 
the Superintendent. An instructional employee may be transferred to an alternative equivalent 
position that would accommodate reduced or intermittent leave, if such a position is available. 
A period of family leave is in addition to any sick leave taken due to the employee's 
temporary disability attributable to pregnancy or childbirth, pursuant to the Maternity Leave 
section of this policy Policy 5402 Maternity Leave. 
If both parents of a newborn or newly adopted child are employed by the School District, they 
shall be entitled to a total of twelve work weeks of family leave during any twelve month 
period, and leave shall be granted to only one parent at a time. There is no pooling effect for 
spouses if the family leave is related to a serious health condition. 
The Superintendent may require written verification from the employee's health care 
provider. 
The District may obtain the opinion of a second health care provider, at District expense, 
concerning any information pertinent to the employee's leave request. If the opinions of the 
health care providers differ on any matter determinative of the employee's eligibility for 
family leave, the two health care providers shall select a third provider, whose opinion, 
obtained at the employer's expense, shall be conclusive. 
Return to Work  
Any employee returning from an authorized family leave, shall be entitled to the same 
position held by the employee when the leave commenced, or to a position with equivalent 
benefits and pay. 
Reinstatement of an employee returning from family leave need not occur if: a) the specific job 
is eliminated by a bona fide restructuring, or a reduction-in-force resulting from lack of funds 
or lack of work, b) an employee on family leave takes a position with another employer 
outside the home, or c) the employee fails to provide the required notice of intent to take 
family leave or fails to return on the established ending date of leave. If an employee fails to 
return from family leave, the District may recover the costs of the employee's health benefits 
paid during the leave. Instructional staff may be required to delay their return from family 
leave to the beginning of the next semester under the following circumstances: 
A. The employee began leave five or more weeks before the end of the semester, the leave is 

for more than three weeks, and the employee would otherwise return to work within 
three weeks of the end of the semester. 

B. The employee began family leave (except for a personal health condition) less than five 
weeks before the end of the semester, the leave is for more than two weeks, and the 
employee would otherwise return to work within two weeks of the end of the semester. 

C. The employee began family leave (except for a personal health condition) three or fewer 
weeks before the end of the semester and the period of leave is more than five working 
days. 
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Cross Reference:  
 Board Policy 5021  Applicability of Personnel Policies 
 Board Policy 5402  Maternity Leave 
 
Legal References: 
RCW28A.400.300 
RCW 28A.58.097 
WAC 392-136 
RCW 28B.50.551 
RCW 28A.58.099 
RCW 49.12.270 
RCW 49.12.360 
 Ch. 49.78 RCW  Family Leave 
 Ch. 296-134 WAC   Family Leave 
 P.L. 103-3  Family and Medical Leave Act of 1993 
(29) CFR Part 825 Family and Medical Leave Act 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:       (WPR)   
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Sick, Injury and Emergency Leave 

EMERGENCY LEAVE 
A. Leave Days 
 

1. Full-time certificated employees will be allowed sick, injury and emergency leave 
at the rate of twelve (12) days per employment year.  Part-time employees who 
work on a regular basis will be entitled to a portion of twelve (12) days sick leave 
as the total number of full working days for that position equates to 180 days. 
 

2. Twelve (12) days of sick leave will be granted each regular classified employee 
who works one hundred eighty (180) or more days per work year.  Employees 
who work less than one hundred eighty (180) days per work year will earn one 
(1) day each fifteen (15) days of contracted work.  A day of sick leave is the 
typical or average workday of the employee. 

 
3. Employees entering the employ of the district from another Washington school 

district, the Office of Superintendent of Public Instruction or state community 
college system, or offices of educational service districts in the state of 
Washington are entitled to transfer to this district such personal sick leave 
benefits as the employee may have accumulated in their former employment 
when such entitlement is certified by the previous employer. 

 
4. Employees returning to employment in the district after no more than one (1) 

school year of absence will be entitled to reclaim personal sick leave benefits 
recorded to their credit at the time of their earlier termination. 

 
 5. Sick leave may accumulate up to the maximum allowed by the state. 
 

a. For certificated employees, the maximum accumulation for sick, injury 
and emergency leave purposes is the number of days on their basic 
contracts. Employees working on a less than full-time equivalency basis 
will have a maximum pro-rated to their fractional basic contract. 

 
b. Twelve-month classified employees may accumulate up to 260 days for 

sick, injury and emergency leave purposes.  Classified employees who are 
working fewer than 12 months in a regularly assigned position shall be 
eligible to accumulate a balance equivalent to the number of contract days 
for their position. 

 
6. All employees will be credited with the yearly allowable number of sick leave 

days in October of each year. 
 
7. If employment is terminated during the fiscal year for other than health reasons, 

the sick leave days granted during the current year will be adjusted to those 
earned.  A person commencing employment during the fiscal year will be 
granted leave days on a pro rata basis. 
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B. Sick and Injury Leave 
 

1. Sick leave is defined as days of absence from duty because of personal sickness 
or injury and for which no deduction is made in compensation of the employee, 
provided the employee has compensated leave balance available. 

 
2. At any time, a doctor’s statement attesting to the illness or injury may be 

required by the superintendent designee. 
 

3. When the employee qualifies for sick and injury leave but has exhausted his/her 
accumulated leave, the employee may, with prior approval by the 
superintendent designee, be absent on an unpaid sick/injury leave. 

 
4. An employee absent because of sick, injury and emergency leave may not serve 

in other forms of gainful employment beyond the gainful employment that had 
been a regular part of the employee’s workweek prior to the sick, injury and 
emergency absence.  To do so may constitute a breach of contract. 

 
C. Family Care Leave 

 
1. Family Illness: 

 
District staff members may use accrued sick leave to care for an immediate family 
member with a serious health condition that requires treatment or supervision.  The 
district may require a signed statement from a licensed medical practitioner to verify 
the need for treatment or supervision for any absence. 
 
In the event the staff member’s sick leave has been exhausted, the leave may be 
granted without pay. 

 
D. Death in the Family – Bereavement Leave 

 
The district shall allow each full-time staff member a maximum of five (5) days leave 
upon the death of an employee’s spouse, parent, child, sister, brother, mother-in-law, 
or father-in-law.  Leave also shall be allowed upon the death of a son-in-law, daughter-
in-law, brother-in-law, sister-in-law, grandmother, grandfather, grandchild, aunts, 
uncles, and cousins.  The deaths of more than one (1) family member resulting from a 
common occurrence shall be treated as a single death with respect to the length of leave 
granted.  Such leave is non-accumulative. 

 
E. Family and Medical Leave Act 
  

1. The Arlington School District follows all provisions of the federal Family Medical 
Leave Act of 1993.  To be eligible for FMLA, an employee must have: 

 
a. Worked for the employer for a total of 12 months; and 
 
b. Worked at least 1,250 hours over the previous 12 months. 

 
2. Following twelve (12) weeks of approved Family Medical Leave, the staff 

member will pay the premiums for any district insurance plans to keep coverage 
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in effect.  If the employee fails to make timely payment of his/her portion of the 
premium, the district shall cease to maintain health coverage at the end of the 
twelve weeks of Family Medical Leave.  Upon the employee’s return to work, 
the employee’s group health benefits will be restored to the terms that would 
have been provided if the employee had continued employment for the duration 
of such leave.  
 
If the employee fails to return from Family Medical Leave the district may 
deduct from any sums owed to the employee for all premiums paid during the 
leave.  Any amount not received by deduction, the former employee must 
reimburse directly to the district. 

 
3. The district may obtain the opinion of a second health care provider, at district 

expense, concerning any information pertinent to the employee’s leave request.  
If the opinions of the health care providers differ on any matter determinative of 
the employee’s eligibility for family leave, the two health care providers shall 
select a third provider, whose opinion, obtained at the employer’s expense, shall 
be conclusive. 
 

4. Employees should consult with their supervisor when giving notice regarding 
planned medical treatments and make reasonable efforts to schedule the leave so 
as to not unduly disrupt the district’s operations, subject to the approval of the 
health care provider. 

 
F. Emergency Leave 
 

1. Emergency leave may be granted for problems for which preplanning is not 
possible or could not relieve the necessity for the employee’s absence. 

 
2. Emergency leave not to exceed twelve (12) of the aggregate sick, injury and 

emergency leave days may be granted in any year at no deduction in salary as 
long as it is covered under the allowed leave days. 

 
3. If an emergency leave request is based on a need for a court appearance, a copy 

of the summons or subpoena must accompany the request. 
 

4. Emergency leave will not be allowed when such leave requested is based on class 
action against the district.  When an individual employee brings legal action, 
including grievance hearings, against the district, emergency leave may be 
granted if such relief is awarded by the hearing body. 

 
5. The superintendent designee will have final authority regarding disposition of 

requests for emergency leave.  Denied requests may be reconsidered by the 
superintendent if requested by the employee. 

 
G. Attendance Incentive Program 
 
 A. Sick leave shall be administered per WAC 392-136-003 through WAC 392-136-

085. 
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B. The administrative staff is directed to establish the procedures necessary to 
implement and administer the sick leave benefits prescribed by law and this 
policy. 

 
C. In January of the year following any year in which a minimum of sixty (60) days 

of sick leave is accrued, and each January thereafter, any eligible staff member 
may exercise an option either: 

 
1. to receive remuneration for unused sick leave accumulated in the 

previous year in an amount equal to one (1) day’s monetary 
compensation of the staff member for each four full days of accrued sick 
leave in excess of 60 days; or 

2. to add that year’s sick leave to the staff member’s accumulated sick leave. 
 

All such leave for which the staff member receives compensation shall be deduced from 
accumulated sick leave at the rate of four days for every one (1) day’s monetary 
compensation. 
 
A staff member may cash-out all accrued sick leave at the above rate at the time of 
separation due to retirement, provided that the retiree provides documentation from 
the appropriate state retirement system.  Such leave shall be accrued at the rate of no 
more than one (1) day per month. 
 
The administrator of the estate of a deceased staff member may also cash-out all 
accumulated sick leave at the rate of one (1) day’s monetary compensation for every 
four days of leave.  A certified copy of the death certificate must be submitted to the 
district office or proper documentation of court appointment as administrator of the 
estate. 
 
An employee who is at least fifty-five (55), has ten (10) years of service in the retirement 
system, and is a member of either the teachers’ or school employees’ retirement system 
Plan 3, or is at least age fifty-five (55), has at least fifteen (15) years of service in the 
retirement system and is a member of either the teachers’ or school employees’ 
retirement system Plan 2 may cash-out all accumulated sick leave at the rate of one (1) 
day’s monetary compensation for every four (4) days of sick leave at the time of 
separation from employment. 
 
Earned sick leave shall not be accumulated in excess of 180 days as of December 31 of 
each year, except that an employee may exercise the annual January cash-out option for 
all days accumulated in excess of this maximum. 

 
 
Emergency leave may be granted for no more than ____ days per year and may be taken in 
the case of emergencies as defined in the following: 
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 in 
immediate disaster to life or property unless some action were taken. 
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Any leave used under terms of this policy shall be deducted from the staff member's 
accumulated sick leave. In the event the staff member's sick leave has been exhausted, the 
leave shall be granted without pay. 
A written application for emergency leave must be returned to the District office on the day of 
return to school. 
 
Cross Reference:  
 Board Policy 5021  Applicability of Personnel Policies 
 
Legal References: 
 RCW28A.400.300  Hiring and Discharging Employees - Leaves for Employees 
    Seniority and Leave Benefits, Retention Upon Transfers 
    Between Schools 
 
RCW 28A.58.097 
WAC 392-136 
RCW 28B.50.551 
RCW 28A.58.099 
RCW 49.12.270 
RCW 49.12.360 
RCW 49.78 
WAC 296-134 
P.L. 103-3 
(29) CFR Part 825 Family and Medical Leave Act 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:       (WPR)   
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MATERNITY LEAVE 
 
A staff member may use accumulated, paid sick leave for the period of actual disability 
attributable to pregnancy or childbirth.  This period of disability shall extend from the date of 
birth for a period of not more than six workweeks 60 days, unless an actual period of disability 
which begins prior to the date of birth or continues beyond six workweeks 60 days is 
otherwise verified in writing by the employee's physician. 
 
If the employee’s accumulated sick leave is exhausted during the period of maternity 
disability, the District shall grant a leave of absence without pay or fringe benefits, upon the 
staff member’s request, for the remainder of the period of actual disability due to pregnancy 
or childbirth. 
 
During any unpaid portion of such leave of absence, the staff member may pay the premiums 
for any District insurance plans to keep coverage in effect for the employee and her family. 
 
Leave taken for newborn or adopted childcare shall be completed within one year after the 
date of birth or placement for adoption. 
 
If both parents of a newborn or newly adopted child are employed by the school district, they 
shall be entitled to a total of twelve (12) workweeks of family leave during any twelve (12) 
month period, and leave shall be granted to only one parent at a time. 
 
Notice Required 
A pregnant staff member is requested to notify her immediate supervisor and the personnel 
office Superintendent by the beginning of the fifth month of pregnancy. At the time of such 
notice, the staff member shall submit a written request to her immediate supervisor and the 
personnel office Superintendent The notice shall include the approximate beginning and 
ending dates for the leave requested for one or more of the following: 
A. Maternity leave for the period of her actual disability due to pregnancy or childbirth; 
B. Family leave for a period of up to 12 weeks, in addition to any period of maternity 

disability leave, the District will extend the employee’s health benefits, to be paid by 
employee, during this period of unpaid leave; 

C. Unpaid Leave of absence for a period up to the beginning of the next school term or school 
year. Such extended leave of absence may be approved at the discretion of the school 
board Superintendent based upon consideration of educational program needs and the 
desires of the staff member, together with the recommendation of her personal physician 
or licensed practitioner; or 

D. Termination of employment by resignation. 
 
Employee requests for leave of absence due to initial placement for adoption of a child shall be 
submitted in writing to the superintendent not less than 30 days prior to the beginning date of 
the leave.  The notice to the District shall include the approximate beginning and ending dates 
for the leave requested. 
 
Employment Conditions 
No later than 30 calendar days after the date of birth, the staff member is requested to notify 
their supervisor of the specific date when she shall return to work.  
A pregnant staff member may continue working as long as she is capable of performing her 
normal duties, with the written approval of her physician or licensed practitioner. 
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The staff member may return to work when physically able to perform her duties. If the 
employee intends to return to work within 60 days of childbirth, her personal physician or 
licensed practitioner must certify that the staff member is in good health and ready to resume 
her duties. 
 
No later than 30 days after the date of birth, the staff member is requested to notify the 
Superintendent of the specific date when she shall return to work.  Unless the Superintendent 
approves an earlier date of return, the employee shall give at least 14 days advance notice of 
the actual date of return. 
 
The staff member may return to her duties following an extended leave of absence on the date 
approved by the Superintendent designee.  If the employee is still experiencing a disability due 
to pregnancy, miscarriage, abortion, childbirth or recovery, which prevents the employee 
from performing her duties on the scheduled date of return, an additional period of unpaid 
leave of absence may be approved at the discretion of the Superintendent designee. This 
approval will be based upon consideration of educational program needs and the 
recommendation of the employee’s personal physician or licensed practitioner. 
 
Assignment Upon Return 
An employee who has taken leave of absence only for the actual period of disability relating to 
pregnancy or childbirth or up to twelve weeks of family leave shall return to the same 
assignment, or a similar assignment position for which she is qualified with at least the same 
pay and benefits, as she held prior to the maternity leave or family leave. 
 
Upon return from up to 12 weeks additional leave allowed by the Family and Medical Leave 
Act an extended maternity leave, a staff member shall be entitled to her original job, or to an 
equivalent job with equivalent pay, benefits and other terms and conditions of employment. a 
position in the District subject to the availability of a position for which she is qualified. An 
effort shall be made to place the staff member in her original position or in a comparable 
position. 
 
Right to Apply for Other Leave 
Nothing in this policy shall preclude a staff member’s right to apply for any other applicable 
leave as provided by Board policy. 
 
Legal References: 
 RCW 28A.400.300 Hiring and Discharging Employees - Leave for Employees 
 RCW 49.78 Family Leave 
 WAC 162-30-020 Maternity 
 WAC 296-134  Family Leave 
 P.L. 103-3 Family and Medical Leave Act of 1993 
 
 
 
 
 
 
 
 
Adopted:       (WPR)   
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EMPLOYMENT CONTRACTS 
 
The District shall contract annually with each applicable staff member. Such contract shall be in 
conformity with state law and the policies and negotiated agreements of the District. The 
contract shall be binding on the District and on the staff member and may not be abridged or 
abrogated during its term by either party except by mutual consent or as may be provided 
elsewhere in board policy or in negotiated agreements. 
 
The contracts for certificated staff shall be written for a period not to exceed one year. Upon 
the recommendation of the Superintendent contracts for selected classified staff may be in 
writing and/or for a specific period of time not to exceed one year. Otherwise the 
employment of classified staff shall be on a month-to-month basis commencing from the first 
day of work. 
 
Supplemental contracts, which are not subject to the continuing contract statute, shall be issued 
for services to be rendered in addition to a staff member's normal "full-time" assignment. 
 
A. Certificated Staff Contracts 

Certificated employees, other than substitutes, shall be employed by individual contract.  
Unless otherwise stated in the contract, the term of the contract shall be one year.  Renewal 
contract shall be offered no later than the last work day of each school year and must be 
signed and returned within twenty days following the date of issuance.  If signed contracts 
are not returned by this date, the board may  withdraw the offer of a contract and declare 
the position open. 

 
If terms and conditions in the contract are dependent on agreements reached through 
collective bargaining and such agreements have not been reached when contracts are due, 
the offered contracts will contain provisions to comply with agreements.  Failure to have a 
settled collective bargaining agreement shall not justify failure to return the offered 
contract. 

 
Employees legally entitled to continuing contracts shall be considered to be under contract 
for the ensuing school year unless a letter of resignation is received prior to May 15.   
The District, upon recommendation of the Superintendent and approval by a majority of 
the Board of Directors, shall offer a certificated staff contract to the applicant so 
recommended and approved, such contract to state the salary to be paid based upon the 
applicable salary schedule, the number of days of service, effective date and term of the 
contract and to include the following statement: “failure to return this contract within ten 
twenty (10) (20) days of the above date of issuance shall constitute a resignation or 
nonacceptance of employment or re-employment.” The contract shall also include the 
following statement: 

“This contract replaces the prior individual contract for the _________ school 
year.” And when applicable: “This contract shall be subject to the terms and 
conditions of any collective bargaining agreement between the District and the 
organization certified or recognized as the negotiating representative for the 
certificated staff employed by the Board. In the event that any of the provisions 
of this individual staff member contract shall be inconsistent with the provisions 
of any such collective bargaining agreement, then the terms of the collective 
bargaining agreement shall prevail. 

B. Provisional Employment Contracts 
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The District shall issue to certificated first and second-year teaching or other non-
supervisory certificated staff a "provisional contract" for "provisional employees" who are 
subject to non-renewal of employment as provided by law for such staff members. Staff 
who have completed a two year provisional term with another Washington State school 
District shall be provisional employees only during their first year with the District. Such 
"provisional contract" shall include the following rider: “It is understood and agreed that 
the staff member has not completed two years of employment in a Washington State 
public school district and at least one year of employment in the District in a teaching or 
other non-supervisory certificated position and that the provisions of RCW 28A.405.220 are 
applicable during the first two years of certificated employment of the staff member by the 
District or first year of employment with the District if the staff member has completed at 
least two years of employment in another Washington State public school district. 

 
C. Persons Replacing Certificated Staff on Leave Retire-Rehires and Persons Replacing 

Certificated Staff on Leave 
 

Individual contracts shall be issued to certificated employees hired to replace employees on 
extended leaves granted by action of the Board of Directors.  Vacancies created by leaves 
which are approved by the superintendent consistent with policies or collective bargaining 
agreements for short periods of time or for which the actual time is unknown shall be filled 
by persons from the district's substitute list.  Such positions shall not be filled by a 
contracted employee. 

 
The contract issued to a leave replacement employee may be extended if the leave is 
extended. 

 
Leave replacement personnel contracts shall terminate when the leave terminates whether 
or not the employee on leave returns.  The superintendent shall notify all such leave 
replacement personnel of the termination of their contracts and may invite them to apply 
for open positions for which they are qualified.  Provisions of the continuing contract law 
pertaining to contract renewal are not applicable to leave replacement contracts. 
The District shall issue one-year, non-continuing contracts to persons who have retired 
from a certificated position in the state of Washington and are returning to employment 
under the “retire-rehire” provisions of state law. The District shall issue “replacement 
employee” contracts upon the recommendation of the Superintendent and action of the 
Board, to certificated staff who replace certificated staff who have been granted leaves. 
Such contracts shall be for the duration of the leave only and are not subject to the terms of 
the Continuing Contract Law. Such contracts shall clearly state the terms and conditions of 
the contract. These contracts shall include the following rider: 

“It is understood and agreed that the staff member is employed pursuant to the 
provisions of RCW 28A.405. In accordance with the provisions of RCW 
28A.405.900, this contract shall expire automatically at the end of the contract 
terms set forth herein and is not subject to the provisions of RCW 28A.405.210.” 

D. Adjustments 
The District shall provide for the review and adjustment of certificated staff contracts on 
the basis of information filed with the personnel office by September 15. The staff member 
shall provide the personnel office, according to schedule, with the required information, 
including official college or university transcripts, official records of degrees completed, 
official records of approval and completion of authorized work for equivalent credits and 
all other pertinent data for contract adjustment purposes. 
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E. Supplemental Employment Agreements 
Duties and tasks related to the certificated employee's primary assignments are included in 
the basic contract.  Additional professional assignments may be covered by a supplemental 
contract.  Supplemental contracts are not subject to provisions of the continuing contract 
law. 

 
When assignments are known, supplemental contracts shall be issued at the same time as 
basic contracts.  In  other cases the supplemental contract will be issued when the 
assignment is offered. 

 
If the supplemental contract is not to be renewed, notification will be given prior to May 15 
of the current contract year.  Resignation from the supplemental contract must be prior to 
May 15, except that an employee who accepts a supplemental contract at the time of hiring 
into the district may  not resign from the supplemental contract for five years without 
resigning from the basic contract unless an acceptable replacement is available or a physical 
disability prevents meeting the supplemental responsibilities. 

 
If responsibilities in addition to the basic contract are compensated using hourly rates or 
honoraria, supplemental contracts will not be issued and this policy does not apply.  
Consultant contracts may be issued if appropriate. 
The District shall issue separate supplemental employment agreements to certificated staff 
for service to be rendered in excess of a normal “full-time” assignment or for service to be 
rendered beyond the scheduled staff day or for service to be performed beyond the 
scheduled staff year. Supplemental contracts will also be issued for co-curricular activities 
and special responsibility assignments. Separate agreements shall not exceed one year and 
if not renewed shall not constitute an adverse change in contract status. Salary for services 
performed under supplemental employment agreements shall be paid according to the 
current salary schedule for supervision of co-curricular activities or, in the case of extended 
time assignments, according to the applicable provisions for payment for the services 
rendered. 

F. Consultants 
Staff consultant services may be obtained when unique knowledge or technical skills are 
needed. A description of desired services and an estimate of time and costs shall be 
submitted to the Superintendent or designee for action. Compensation shall be determined 
by the Superintendent or designee, but normally may not exceed that paid to a regular 
staff member with comparable duties. The honorarium paid to a consultant shall be 
determined by the Superintendent or designee, taking into account cost incurred and 
benefits derived therefrom. Compensation classification of a consultant on a personal 
services contract or payroll shall be determined in compliance with the guidelines of the 
Internal Revenue Service. 

G. Title 1 Employees 
All teachers working in a program supported with Title 1 funds who were hired on or after 
the first day of the 2002-2003 school year, shall be highly qualified, as defined by federal 
law and regulations. 
All paraprofessionals providing instructional support in a program supported by Title 1 
funds hired after January 8, 2002, shall have a secondary school diploma or a recognized 
equivalent and one (1) of the following: 
1. Completed at least two (2) years of study at an institution of higher learning; 
2. Obtained an Associate’s or higher degree; or 
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3. Met a rigorous standard of quality through a formal state or local assessment. 
Paraprofessional who are hired primarily as translators or solely to conduct family 
involvement activities do not need to meet the new requirements. However, they must 
have earned a secondary school diploma or its recognized equivalent. 

 
Cross References: 
 Board Policy  5254 5280  Probation, Non-renewal, Termination 
 (cf. 5145 - Supplemental Employment Agreements) 
 
Legal References: 
 RCW 28A.330.100 Additional Powers of the Board 
 RCW 28A.400.300   Hiring and Discharging Employees - Leaves for Employees - 

Seniority and Leave Benefits, Retention Upon Transfer 
Between Schools 

 RCW 28A.400.315 Employment Contracts [not retroactive] 
 RCW 28A.405.210   Conditions and Contracts of Employment - Determination 

of Probable Cause for Non-renewal of Contracts - Notice - 
Opportunity for Hearing 

 RCW 28A.405.220  Conditions and Contracts of Employment - Non-renewal of 
Provisional Employees - Procedure 

 RCW 28A.405.240  Conditions and Contracts of Employment Supplemental 
    Contracts, when - Continuing Contract Provisions, not 
    Applicable to 
 RCW 28A.67.900 Certain Certificated Employees Exempt from Chapter 

Provisions 
 20 U.S.C. 6319 
 
Management Resources:   
 Policy News, August 2003 No Child Left Behind Update 

 Policy News, August 2001 Legislature Authorizes “Retire-Rehire” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:       (WPR)   
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TERMINATION OF EMPLOYMENT 
 
The Superintendent has the statutory authority to issue probable cause for termination to 
terminate a certificated staff member.  The Board shall consider the termination of may 
terminate a classified staff member based upon the recommendation of the Superintendent.  
The notice of termination shall include notice of any appeal rights the employee may have and 
notice of the appeal processes. 
 
A. Release From Contract 

A certificated staff member may be released from contract under the following conditions: 
1. A letter requesting release shall be submitted to the Superintendent's office. If accepted 

by the Board at its next meeting, the staff member shall be released from contract. 
2. A release from contract may be granted by the Board to allow a staff member to accept 

another position prior to or during the school year provided a satisfactory replacement 
can be obtained. 

3. A release from contract may be granted by the Board in case of illness or other personal 
matters which make it a substantial hardship for the staff member to continue his/her 
employment in the District. 

4. Each request shall be determined upon its own merits. The needs of the District and 
continuity of the educational program offered to students shall receive primary 
consideration in the Board's decision. 

 
B. Resignation 

In order to permit proper staff planning and to minimize inconvenience to others who 
may be affected, certificated staff who plan to resign at the end of their contract period are 
requested to notify the Superintendent of their resignation or retirement by May 1 April 1. 
 
Those staff who are not contractually obligated to complete the current school year should 
notify the Superintendent as early as possible of their intent to resign and no less than 30 
days prior to their last working day. 

 
C. Retirement 

Staff shall participate in the retirement programs under the Federal Social Security Act and 
the Washington State Teachers' Retirement System or the Public Employees' Retirement 
System. Payroll deductions shall be made and paid into the respective retirement programs 
in the manner prescribed by law. 

 
Staff who become eligible to retire under the controlling retirement system and who 
intend to retire at the end of the current school year should notify the Superintendent prior 
to May 1st of that year. 

 
Those staff intending to retire who are not contractually obligated to complete the current 
school year should notify the Superintendent as early as possible and no less than 30 days 
prior to their retirement date. Because of their contribution to the children of the District, 
retiring staff shall be given appropriate recognition. The District office may assist them in 
making arrangements for their retirement benefits. 
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D. Probation, Non-renewal or Termination 
The employment contracts of individual certificated staff may be non-renewed at the end 
of the staff member's contract period by action of the Superintendent.  Such non-renewals 
may be based upon unsatisfactory performance or changes in the District's financial 
circumstances and/or staffing needs. Except for "provisional employees," non-renewals for 
unsatisfactory performance shall be preceded by a probationary period. 

 
The Superintendent shall establish procedures to assist those certificated staff whose 
performance, through the evaluation process, does not meet minimum requirements.  The 
District may require the teacher to take in-service training provided by the District in the 
area of teaching skills needing improvement. 

 
Classified staff is granted provisional status during the first 90 working days of 
employment.  During that period of time, they are subject to termination without advance 
notice.  Upon satisfactory completion of 90 days of consecutive service, a staff member 
may be granted regular status.  Regular status classified staff are employed on a month-to-
month basis and shall be provided at least two (2) weeks notice before termination.  Such 
staff member shall be entitled to an informal pre-termination meeting with the 
Superintendent prior to any action taken by the Board of Directors. 

 
 
E. Program and Certificated Staff Reductions 

Program and certificated staff reductions may be required as a direct result of enrollment 
decline, failure of a special levy election or other events resulting in a significant reduction 
in revenue; or termination or reduction of funding of categorically-funded projects.  The 
Board shall, after review of such indicators as test results, community surveys, informal 
and formal statements of support and/or opinion, and the District’s statement of 
philosophy, identify those educational programs and services which shall be reduced, 
modified or eliminated. 
When the reduction, modification or elimination of programs and/or services necessitates 
a reduction in staff, the Board shall retain certificated staff members based upon service in 
the state of Washington and qualifications and experience necessary for the retained 
position. 
A staff member who receives notice of non-renewal of contract due to enrollment decline 
or loss of revenue may, in his/her request for a hearing, stipulate that initiation of the 
arrangements for a hearing officer shall occur within ten (10) days following July 15, rather 
than the day the staff member submits the request for hearing. 
The Superintendent shall develop procedures to implement this policy except that any staff 
agreement in effect shall supersede this policy. 

 
Cross References: 
 Board Policy 5006  Certification Revocation 
 Board Policy 5240  Evaluation of Classified, Certificated and Administrative 
    Staff 
 (cf. 5254 - Probation and / or Non-renewal) 
 (cf. 5255 - Disciplinary Action and Discharge) 
 
Legal References:  
 RCW 28A.400.300   Hiring and Discharging Employees - Leaves for Employees -  
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    Seniority and Leave Benefits, Retention Upon Transfers 
    Between Schools 
 RCW 28A.400.320  Mandatory Termination of Classified Employees 
 RCW 28A.400.340  Discharge Notices Include Appeal Rights 
 RCW 28A.405.140  Assistance In-service training for Teacher May be Required 
    After Evaluation 
 RCW 28A.405.210   Conditions and Contracts of Employment - Determination 

of Probable Cause for Non-Renewal of Contracts - Notice - 
Opportunity for Hearing 

 RCW 28A.405.220 Conditions and Contracts of Employment - Non-Renewal of 
Provisional Employees - Procedure 

 RCW 28A.405.300    Adverse Change in Contract Status of Certificated Employee 
- Determination of Probable Cause – Notice - Opportunity 
for Hearing 

 RCW 28A.405.310(4) Adverse Changes in Contract  Status of Certificated 
    Employee, Including Non-renewal of Contract - Hearings -  
    Procedure 
 RCW 28A.400.340    Notice of discharge to contain notice of right to appeal 
 RCW 28A.405.470  Mandatory Termination of Certified Employees 
 RCW 28A.410.090  Revocation of Authority to Teach 
 RCW 41.32.240  Membership in System - Procedure When Exempted Person 

Desires Membership - Continuation of Exemption - Persons 
Formerly Exempt, Minimum Period to      
Qualify for Retirement Allowance 

 RCW 41.33.020 (6)   Terms and Provisions of Plan 
 RCW 41.40.023  Membership 
 RCW 41.41 State Employees' Retirement - Federal Social Security 
 WAC 181-86   Policies and Procedures for Administration of Certification 
    Proceedings 
 WAC 181-87   Acts of Unprofessional Conduct 
 WAC 180-44-060  Drugs and Alcohol - Use of as Cause for Dismissal 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:       (WPR/PN)  
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HIRING OF RETIRED SCHOOL EMPLOYEES 

The District shall recruit, select and employ the best-qualified individuals as employees. The 
District may employ persons retired from the Teachers’ Retirement System (TRS), the School 
Employees’ Retirement System (SERS) or the Public Employees’ Retirement System (PERS). A 
retired employee shall only be rehired pursuant to this District policy.  
All retirees of TRS, SERS or PERS may work an annual threshold of eight hundred sixty-seven 
(867) hours per year while receiving retirement benefits. The annual threshold for TRS Plan 1 
retirees is calculated per fiscal year. All other plans are calculated per calendar year. Qualified 
hours are determined by whether the retiree works in an eligible position as defined by the 
Department of Retirement Systems (DRS). 

TRS 1 and PERS 1 Retirees (hired after July 22, 2007) 
Beyond the eight hundred sixty-seven hours (867) per work year, eligible retirees hired from 
Plan I of TRS or PERS may work up to a total of one thousand five hundred hours (1,500) per 
year while receiving retirement benefits, subject to limitations established by DRS.  

District Responsibilities 
The District shall abide by the following process when considering a retiree for employment: 
A. The Board of Directors shall approve a process for recruitment and selection of employees, 

including those vacancies for which a retiree applicant may be considered.  
B. Applicant(s) shall be evaluated and considered equally, selecting the candidate who best 

meets the needs of the District. 
C. There shall be no prearranged employment agreement or commitment to rehire an 

employee after retirement. Mere inquiries about post-retirement employment do not 
constitute an agreement. 

D. Employment shall be limited to a maximum of a one-year, non-continuing contract or 
appointment.  

E. The District shall make contributions to the appropriate retirement system when any 
retiree works more than eight hundred sixty-seven (867) hours per year. 

F. The District shall maintain records of the process followed in seeking qualified candidates 
that resulted in the hiring of the retiree. 

G. The Board of Directors shall approve the hiring and document a justifiable need for 
choosing the retiree. 

H. Subject to any applicable bargaining agreements, vacancies filled by retirees shall be 
annually reviewed by the Board to determine whether the retiree will be rehired for 
another year of employment. 

I. The District shall provide the retiree with the same terms and conditions of employment as 
other appointees or employees in comparable positions with the exception of sick-leave 
cash-out. 

J. The District shall report the number of hours worked by the retiree to DRS. 

Retired Employee Responsibilities 
The following conditions of employment shall apply to retirees that are re-employed: 
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A. Retired applicants shall disclose to the District whether they are retired from a Washington 
state retirement plan. 

B. Employees must satisfy the DRS requirement for separation and retirement from service 
prior to accepting a retire/rehire position with the District. 

C. Retirees are subject to the same collective bargaining membership as other one-year 
temporary employees. 

D. Retirees are responsible for tracking service hours during post-retirement employment 
among multiple employers.  

 
Cross References:  
 Board Policy 5610 Substitute Employment 
 Board Policy 5612  Temporary Administrators 
 Board Policy 5050 Contracts 
 
Legal References:  
 RCW 41.32 Teachers' Retirement 
 RCW 41.40 Washington Public Employees' Retirement System 
 
Management Resources: 
 Policy News, June 2007 Revisions to Retire/Rehire Law 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:       (WPR/PN)  
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TRANSFERS 

 

A. Voluntary Transfer 
Vacancies shall be posted in each school building. The District shall provide an opportunity 
for a staff member to apply for a transfer to another position. The Superintendent shall be 
responsible for such decisions. Factors considered in transfers shall include, but are not 
limited to: 
1. The staff member's background and preparation for the position; 
2. The instructional requirements and best interests of the District; 
3. The availability of other equally or better qualified applicants from within or outside 

the District; 
4. The desires and welfare of the applicant; and, 
5. The staff member's length of service in the District and in the position presently held. 
Negotiated collective bargaining agreements may supersede provisions of this policy when 
they prescribe conditions enumerated in or affected by this policy. 

B. Involuntary Transfers or Reassignments 
To meet the needs of the programs and students of the District, an involuntary transfer 
may be necessary for certificated staff. Notice of an involuntary transfer or reassignment 
shall be given the certificated staff member as soon as practical. Except in an emergency, 
such notice shall be given by the last regularly scheduled day of school. 
When an involuntary transfer becomes necessary, decisions shall be based upon the staff 
member's area of experience, training, length of service with the District, and any relevant 
state and federal statutes and regulations. 
Opportunity shall be given for the staff member to discuss the proposed transfer or reassignment with the 
Superintendent. When the staff member believes that the transfer or reassignment would be unjustified or 
unfair, he/she may appeal in compliance with established procedures. 
A staff member being transferred or reassigned may request assignment to a vacancy that has been 
announced and shall be given preference over other, equally qualified applicants. 

Cross Reference:  
 Board Policy 5021  Applicability of Personnel Policies 
 
Legal References:  
 RCW 28A.150.230  Basic Education Act of 1977 - District School 
    Directors as Accountable for Proper Operation of 
    District - Scope - Responsibilities - Publication 
    of Guide 
 RCW28A.405.230  Conditions and Contracts of Employment - 
    Transfer of Administrator to Subordinate Certificated 
    Position - Procedure 
 RCW42.23.030  Interest in Contracts Prohibited - Excepted Cases 
 RCW42.23.040  Remote Interests 
 WAC180-16-220  Supplemental Program Requirements 
 
Adopted:       (WPR)   


