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STAFF LEAVES AND ABSENCES 

 

The Lake Forest Board of Education believes that excellent attendance among all Lake Forest 

School District staff members directly influences the efficiency and effectiveness of the school 

system. The Board expects the prompt and regular attendance of each employee and considers this 

an important criterion of satisfactory job performance. The Board recognizes that there will be 

instances when employees must be granted leaves and/or absences from work and will provide 

and approve such requests according to applicable federal and state laws.  

 

Employee leaves of absence are governed by Delaware Code, Title 14, Chapter 13, Section 1318, 

1319, 1320, 1325, 1327 and 1333, the Family Medical Leave Act, Delaware’s State Disability 

Insurance Program, and Articles 8, 9 and 10 of the Negotiated Agreement with the Lake Forest 

Education Association. Leaves of absence, other than those provided for by law and contract, shall 

be granted only in unusual circumstances.  

 

The District shall maintain procedures for requesting personal, professional, military or medical 

leave, and donated or unpaid leave. Donated leave is reserved for employees who have used all 

sick leave, personal leave and at least half of annual leave, if applicable, as a result of catastrophic 

illness or injury.  

 

All employees requesting leave under this policy must provide written notice with an explanation 

of the reason(s) for the needed leave to the Human Resources Office at least 30 days prior to the 

date leave is to begin.  If 30 days’ notice cannot be given due to unexpected circumstances, a 

medical emergency or other reasons, notice must be given as soon as possible. A request for any 

unpaid leave of absence shall be made on the appropriate form and shall be reviewed by the 

Superintendent or designee.  The request will then be presented to the Board for final approval. 

 

If the basis for the employee’s leave is for medical reasons, the District requires the employee to 

obtain certification from the treating healthcare provider stating the employee is able to resume 

full duty at work. Any restrictions noted by a medical professional as part of the return to work 

order will be reviewed and approved based on the specific job responsibilities of the affected 

employee per the Americans with Disabilities Act. 

  


