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Protocols Regarding Leave
Revision Effective 7/01/2020
When to complete a Request for Leave Form (L-1)
· As soon as it is evident the employee will miss more than ten (10) consecutive days for ANY REASON, pursuant to Board of Education Policy #7510.
· What counts towards the more than ten (10) consecutive days?  A) more than 10 consecutive workdays.  B) workdays plus annual leave days, or C) workdays plus no days (due to inclement weather that will be required to work at a later time).  

· If the employee will be missing several days that are not consecutive due to personal illness/injury or immediate family illness/injury INTERMITTENT LEAVE is available.

· Also, if an employee misses seven (7) CALENDAR days due to workers compensation a Leave form is required.
It is a violation of FMLA law if an employee on an approved leave of absence performs any work duties while on a FMLA leave of absence.
Personal Illness/Injury (Form WH-380-E and Medical Release to Return to Work required)
The employee may not always want to use all his/her leave, so you will need to look at what is chosen. The following order is recommended:
1. Sick Leave

2. Annual Leave/Bonus Leave
3. Voluntary Shared Leave (if applicable)

4. Extended Sick Leave ($50.00 deduction/day) (Teachers only; available after exhaustion of SL and AL) 

5. Personal Leave ($50.00 deduction/day)
6. Leave Without Pay (Employee has exhausted all available leave)
Family Illness (Form WH-380-F Required)
Immediate Family (See state policy manual for definition of immediate family) cannot use Extended Sick Leave.  The following order is recommended:
1. Sick Leave 

2. Annual Leave/Bonus Leave
3. Voluntary Shared Leave (if applicable)

4. Personal Leave ($50.00 deduction/day) 
5. Leave Without Pay (Employee has exhausted all available leave)

Pregnancy (Form WH-380-E Required)

Pre Birth Period  The following order is recommended:
1. Sick Leave

2. Annual Leave/Bonus Leave
3. Voluntary Shared Leave (if applicable)

4. Extended Sick Leave ($50.00 deduction/day, if applicable) (Teachers only; after exhaustion of SL and AL) 

5. Personal Leave ($50.00 deduction/day)
6. Leave Without Pay (Employee has exhausted all available leave)
Post Birth Period (Form WH-380-E Required) (Definition of the Post Birth Period= 30 workdays/normal delivery and 40 workdays/caesarean delivery)
The following order is recommended:
1. Sick Leave (30/40 workdays (see above) beginning on the date of delivery). At the end of the post-birth period, no sick leave can be used.
2. Annual Leave/Bonus Leave 
3. Voluntary Shared Leave (During Post-Birth Period Only)
4. Extended Sick Leave 20 days a year (Teachers only; available after exhaustion of SL and AL and during the Post Birth Period Only) 
5. Personal Leave ($50.00 deduction/day) 

6. Leave Without Pay (Employee has exhausted all available leave)
Adoption of Child (Proof of Adoption is required) The following order is recommended:

1. Sick Leave (may use a total of 30 sick leave days)
2. Annual Leave

3. Personal Leave ($50.00 deduction/day) 

4. Leave Without Pay (Employee has exhausted all available leave)
Parental Leave / Care of Newborn (needs to be checked on the original L-1 form – Supervisors can determine return to work date with consideration of what is in the best interest of the students) Teachers are not normally allowed to return to work in the middle of a semester.
1. 
Annual Leave

2. 
Bonus Leave
3.
Personal Leave
4.
Leave Without Pay (Employee has exhausted all available leave)
Leave Without Pay: 
Please note that ALL EMPLOYEES can take Leave Without Pay before exhausting leave.  However, if an employee chooses leave without pay and goes off payroll, they will not be put back on payroll until they physically return to work.
Educational Leave—(Available to permanent teachers only)
· Requires proof of nine (9) semester hours (Available to permanent teachers only)
· Approved by the Superintendent
· Not to exceed one year
· Only Option-Leave Without Pay
Student Teaching

· Complete the Request for Leave Form (L-1)

· Requires proof of student teaching and the dates from university
NC Short Term Disability (this is not the Colonial Disability insurance that can be bought)
· Expected absence must be at least sixty (60) consecutive days to be eligible to apply.

· Employee must be full time and have at least one full year of retirement service credit.

· Employee will have to pay health insurance premium if not vested. (5 years retirement service)
· Voluntary Shared Leave cannot be used after the 60-day waiting period.

· Must complete forms via appointment with Angie Elliott, Human Resources Dept.
· Disability must be approved by the Medical Board, which could take 90-120 days.
WH380E and WH380F Forms
WH380E is required for all personal illness/injury and maternity leave of absences
WH380F is required for all family illness (Immediate Family) leave of absences
Immediate family is defined as:  Spouse, Children, Parents, Brothers, Sisters, Grandparents, Grandchildren, Dependent’s living in employee’s home.

Immediate Family defined for FMLA purposes is parent, spouse, or child.

Extended Sick Leave
Teacher’s Only—not all 10- month certified employees are eligible for this leave type, please check the employee’s Leave screen in LINQ for eligibility.

· Extended Sick leave cannot be used for a family illness, it can only be used for a personal illness/injury and all sick and annual leave must be exhausted.  There is a $50.00 per day deduction for the use of extended sick leave.   

· Extended sick leave cannot be used past the 30- or 40-day post birth period.

Post Birth Period
Sick Leave, Extended Sick Leave and Voluntary Shared Leave cannot be used past the post birth period
Normal Birth—30 workdays from birth date
C-Section—40 workdays from birth date

Return to Work Form
· A Return to Work form is required for an employee that has been out on an approved leave of absence (medical) to return to work.  The employee cannot clock in or begin their workday without this form being turned in to the secretary/supervisor prior to or on their scheduled return to work date.

· A Return to Work Form is not required for an employee returning from maternity leave if the return to work date is past the 30- or 40-day post birth period.
Worker’s Compensation 

· Waiting Period is seven (7) calendar days. (Employees use their own leave for the working days- weekend days do count as part of the waiting period)
· Employees must opt to use sick leave, annual leave, bonus leave, or leave without pay during the waiting period. 
· If an employee misses over 21 calendar days, he/she will be paid by workers’ compensation for the waiting period and the employee will owe Buncombe County Schools for all leave that was paid for during the waiting period.

· Employees may choose to supplement the compensation difference with use of partial sick leave or annual leave after seven (7) day waiting period. (This option must be selected when originally completing workers’ compensation forms and must be faxed to the Human Resources Dept.).
· All workers’ compensation claims must be approved by Buncombe County Schools Workers’ Compensation Insurance Carrier.
· Doctor’s appointments and physical therapy appointments should be made before or after normal work hours if possible.
· Employees do not earn retirement credit when in receipt of workers’ compensation benefits.

· The workers' compensation benefit includes the longevity and local supplement (if applicable) in the earnings calculation.
· Employees must stay on the clock while attending appointments related to their work injury.  It is best practice to schedule appointments before or after their work assignment hours if possible.

Military Leave
· Orders Required

· Leave is based on Policy #10.1 in the Public Schools of NC Benefits and Employment Manual
· Doesn’t qualify for FMLA.  
· Depending on length of leave, employee may be required to pay the cost of health insurance.

Voluntary Shared Leave 
04.3.0 Purpose:
The purpose of voluntary shared leave is to provide economic relief for employees who are likely to suffer financial hardship because of a prolonged absence or frequent short-term absences caused by a serious medical condition.
To apply:

· The recipient must submit a Request for Leave Form (L-1 form) and include the Application for Request for Shared Leave (SL-1 form).  Both forms need to be submitted together.
· The recipient must provide a form WH-380-E or WH-380-F stating he/she or an immediate family member has a serious medical condition.
· The recipient must exhaust all sick leave and annual leave/bonus leave in order to use voluntary shared leave.
To receive:

· The Human Resources Dept. must approve the SL-1 form.
· The request for leave and donations of leave must be approved BEFORE the recipient goes off payroll.
To donate:
· Leave can only be donated to employees that are on an approved L-1 and have an approved Voluntary Shared Leave application on file.
· Participants must complete and sign the Application for Participation to Donate Shared Leave form (SL-2).
· The leave donated cannot take the donor below one half the total of annual leave or sick leave days that he/she can earn in one year.
· The leave donated cannot take the employee below what he/she needs to complete the school year. 
· Annual leave and sick leave days can only be donated in one-half or whole days, except for hourly employees. Hourly employee must donate in whole hours.
· Application for Participation to Donate Shared Leave forms (SL-2) must be forwarded to the Human Resources Dept.   Schools/Departments are encouraged to send all forms at one time.
To Submit:

· Per Request for Leave form (SL-1), all donated leave must be approved by Human Resources and received by the Payroll Department prior to the payroll calendar due date of the recipient.
Other Information regarding Voluntary Shared Leave (VSL)

· An employee cannot donate leave once an application for retirement is signed or once the employee has signed a separation form.

· An employee may not receive over a total of 130 VSL days for the same condition, over a period of 12 months.
· An employee may not receive over a total of 20 SL days per year, from non-family members.
· If applying for Short-Term Disability, the employee cannot receive VSL days past the required 60 day waiting period.
· A request for leave donations is to be made at the school/department level where the employee is currently assigned.
· Any donated leave in excess of approved need must be returned on a pro rata basis to the donors.
· Holiday pay, annual leave, and sick leave will continue to be earned if the employee is in pay status one-half of the pay period.
*See Benefits and Employment Policy Manual, Policy #4.3, for a complete set of rules. 
Adding a child to health insurance: 
Expecting parents should contact Stephanie Davis (stephanieg.davis@bcsemail.org) 60 days prior to delivery date to give permission to begin payroll deductions for adding child coverage to health insurance. Within 30 days of the date of birth, the employee must enroll his/her child online at www.buncombe.k12.nc.us/benefits. Employees must go back in later, to their health insurance account, to add the child’s social security number once received and upload the birth certificate when purchased. This is required for dependent eligibility verification.
Licensed Personnel: Licensed Personnel: 

A year for experience and BT credit is defined as 21.5 days per month for six (6) months (129 days) in active paid status.
FMLA

· If an employee is eligible for the Family Medical Leave Act, health insurance coverage for the employee only will be paid for 12 weeks beginning the first day of the qualifying event. After the 12-week period, the employee will be required to pay his/her own monthly premium. If the employee goes off payroll, he/she must assume any insurance deductions. If the employee fails to return to work after the employee’s FMLA leave entitlement (12 workweeks) or after the period of medical leave approved by the employer has been exhausted, the employee will be required to reimburse the employer for any benefits paid by the employer during the eligibility period.

· To qualify for FMLA, the employee must have been employed with Buncombe County Schools for at least 12 months and have worked at least 1,250 hours in the previous year. The employee must have a qualifying reason for FMLA. FMLA benefits are approved per the WH-380-E and WH-380-F forms that are submitted with the Request of Leave Form (L-1).
· If husband and wife work with Buncombe County Schools, the 12 weeks of FMLA benefit for parental leave must be shared. 
Annual Leave During the School Year

· 10-month employees must use annual leave on built in annual leave days. 

· 10-month employees that do not have annual leave available on the built-in annual leave days, will take Leave Without Pay.

· If there are annual leave days during a 10-month employee’s period of approved leave of absence, the employee must take annual leave for the workday. If no annual leave is available, other approved leave can be used per L-1.
Sick Leave During the School Year
· Sick leave may be used for the employee’s illness or injury or that of his/her immediate family member.  
· Sick leave can be used for medical appointments of the employee.
· Sick leave may be used during the 60-day waiting period for short-term disability.

· Sick leave may be used for a death an immediate family member.

· Sick leave may not be used in lieu of annual leave or personal leave.

Off Payroll

If an employee exhausts all leave and “goes off payroll,” the employee will:

· Be responsible for the payment of any Flex Benefits (i.e. dental, vision, supplemental insurance)

· Be responsible for the payment of their premium/dependent health plan coverage and after the 12 weeks of approved FMLA has been exhausted, they will owe the entire cost of their health plan.

Who to Contact:

Leave of Absence, FMLA, Voluntary Shared Leave                                     Angie Elliott              255-5897

Short Term Disability provided by NC State Retirement System           Angie Elliott             255-5897
Workers’ Compensation                                                                                      Angie Elliott             255-5897

Workers’ Compensation Initial Intake                                                            Amy McElreath       225-4780
Health Insurance:                                                                                                 Stephanie Davis       350-2264

Colonial Disability Insurance:                                                                          Anita Proffitt             255-5901
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