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Policy Name:  Classified Personnel Personal 
and Professional Leave 

Policy Code:  8.07 

Date Adopted:  R/A 5/16/16 

 
For the district to function efficiently and have the necessary personnel present to effect a high achieving 
learning environment, employee absences need to be kept to a minimum. The district acknowledges that 

there are times during the school year when employees have personal business that needs to be addressed 

during the school day. 
     

Employees shall take personal leave or leave without pay for those absences which are not due to 

attendance at school functions and do not qualify for other types of leave (for sick leave see Policy 8.05, 
for professional leave see below). School functions, for the purposes of this policy, means:  Athletic or 

academic events related to a public school district; and meetings and conferences related to education. The 
determination of what activities meet the definition of a school function shall be made by the employee’s 

immediate supervisor or designee. In no instance shall paid leave in excess of allotted vacation days 
and/or personal days be granted to an employee who is absent from work while receiving remuneration 

from another source as compensation for the reason for their absence.  

 
All full time Classified employees of the Wynne School District are eligible for personal  

leave in accordance with the following policy adopted by the Wynne School District  
Board of Education. 

 

1. Every Classified employee shall be credited with two (2) personal leave days at the beginning of each 
school year.  An amount of $30 will be deducted from the following salary installment to offset the 

cost of a substitute whether a substitute is employed or not. 
 

2. a.   One (1) additional day may be taken if the employee has at least five (5) years of   
            experience in the district.  This day is at no cost. 

a. An additional day at no cost may be taken if the employee has at least ten (10) years of  

experience in the district. 
b. A final additional day at no cost may be taken if the employee has at least fifteen (15) years of  

experience in the district. 
 

3. The maximum number of personal days allowed under the policy each year is five (5) days, with 

three (3) of these free and two (2) deductible.  However, no more than 90 sick leave days may be 
accumulated.  Change to read: If free personal days are not taken during the school year, those free 

days will be automatically converted to sick leave. 
 

4.  Personal leave should not be allowed to be used the day preceding nor the day following a school   
recognized holiday, nor on the first or last day of school. Employees who are contracted to work on 

certain holidays should not be allowed personal leave during the holiday work periods.  

 
5. The employee's supervisor must be notified in advance of the intended absence, in order to make 

 any necessary arrangements. The deadline for such notification is a minimum of two (2) full work 
 days prior to the date to be absent. If an employee is absent without giving such notification, the 

 salary deduction for the day missed will be at the rate of the employee's full pay for each day of 

 absence. 
 

6.  If there is found to be an excessive number of employees in similar positions who desire to be out 
 on any given day, then the supervisor will decide how many, if any, may be absent on that day. 

 

7. Personal leave shall be allowed for absence due to personal business which cannot logically be 
 done at any time other than school time. 

 
8.  Absence for reasons not covered under the sick leave policy or the personal leave policy will be 

 deducted according to one's daily pay rate. While there are instances where personal circumstances 
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 necessitate an employee’s absence beyond the allotted days of sick and/or personal leave, any 
 employee who requires leave without pay must receive advance permission (except in medical      

        emergencies) from their immediate supervisor.  Failure to report to work without having received   

        permission to be absent is grounds for discipline, up to and including termination.  
 

 
Professional Leave 

 
“Professional Leave” is leave granted for the purpose of enabling an employee to participate in 

professional activities (e.g., workshops or serving on professional committees) which can serve to improve 

the school district’s instructional program or enhances the employee’s ability to perform his duties. 
Professional leave will also be granted when a school district employee is subpoenaed for a matter arising 

out of the employee’s employment with the school district. Any employee seeking professional leave must 
make a written request to his immediate supervisor, setting forth the information necessary for the 

supervisor to make an informed  

 
decision. The supervisor’s decision is subject to review and overruling by the superintendent. Budgeting 

concerns and the potential benefit for the district’s students will be taken into consideration in reviewing a 
request for professional leave. 

 
Applications for professional leave should be made as soon as possible following the employee’s discerning 

a need for such leave, but, in any case, no less then two (2) weeks before the requested leave is to begin, if 

possible. 
 

If the employee does not receive or does not accept remuneration for their participation in the professional 
leave activity and a substitute is needed for the employee, the district shall pay the full cost of the 

substitute. If the employee receives and accepts remuneration for their participation in the professional 

leave activity, the employee shall forfeit his/her daily rate of pay from the district for the time the 
employee misses. The cost of a substitute, if one is needed, shall be paid by the employee/district. 

 
 

 
 

 

 
 

Legal Reference: A.C.A. § 6-17-211  


