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Extended Leave
Eligible employees may take extended leave consistent with FMLA regulations. Extended Leave
provides up to twelve (12) weeks unpaid leave in a twelve-month period for qualifying employees. The
month starts from the day you request leave. In order to qualify for Extended Leave, an employee must
have at least 1,250 hours of service with DATA during the 12 months before their leave starts. Up to 12
weeks of leave is provided for:

e Aserious health condition affecting the employee or the employee’s child, parent, or spouse,

e The birth, adoption, or foster care placement of a child

To the extent possible, Employees must provide thirty days' prior notice if the leave is foreseeable. If an
employee is unable to provide such notice, notice must be provided as soon as practicable. An employee
undergoing planned medical treatment will be required to make a reasonable effort to schedule the
treatment to minimize disruptions to DATA’s operations. Extended Leave request forms are available
from HR and should be returned to the Director for approval.

An employee requesting Extended Leave for a serious health condition must provide DATA with
certification from a health care provider. The employee should furnish the required certification when
requesting leave or soon after the leave is requested, but not more than seven calendar days from the
start of the requested leave, unless it is not practical under the particular circumstances. During the leave,
DATA may also require that the employee obtain recertification of the medical condition supporting the
leave.

DATA requires that upon returning from leave due to an employee's serious health condition, the
employee must provide certification of return to work from his/her health care provider. If the employee
has an ongoing condition that allows them to return to work, his/her health provider must provide
certification that the employee is fit for duty with regard to the serious health condition that caused the
employee's need for extended leave.

Employees taking Extended Leave must use all of their available leave (sick, personal, and annual if they
are full-time year-round employees) as part of the leave. Once the employee’s paid leave benefits are
exhausted, the employee will continue for the duration of the Extended Leave without pay. Employees on
Extended Leave due to their own serious health condition may be eligible for payments from other
sources such as workers' compensation, state disability, or disability insurance, if any. Employees should
ask HR if they think they are eligible for these benefits.

Employees are expected to return to work at the end of the leave period unless otherwise permitted by
law. At the end of the approved Extended Leave, the employee will be offered restoration to the same
position he/she held when leave commenced or to an equivalent position. DATA may choose to exempt
certain highly compensated employees from this requirement and not return them to the same or an
equivalent position if it is not available.

An employee whose Extended Leave exceeds twelve weeks within a twelve-month period will not be
guaranteed a job upon return from the leave, unless otherwise required by law. An employee who fails
to return to work at the end of an approved extended leave will be considered as having voluntarily
terminated. Employees not on Extended Leave who take more than 5 days of leave without pay (LWOP)
in a calendar year without prior written approval may face termination of employment.

Benefit Continuation

DATA will continue to maintain its portion of group health insurance coverage for the employee and,
where applicable, for his/her dependents during the Extended Leave period, up to a maximum of twelve
weeks in a twelve-month period. The employee will be required to arrange for and pay for their portion of
all benefits while on leave without pay. Failure to make arrangements and to pay their portion of
premiums for benefits while on leave, may result in termination of those employee benefits. If an
employee fails to return to work at the end of the Extended Leave, benefits will cease at the end of the
paid benefit period.
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Sick Leave Bank
The purpose of Sick Leave Bank (SLB) is to provide additional paid leave for employees who have
exhausted their accrued leave benefits and are unable to work due to a medical emergency. A “medical
emergency’ is defined as a medical condition of the employee that will require a prolonged absence of
the employee from duty and will result in a loss of income to the employee because the employee will
have exhausted all leave available. Generally, pregnancy, intermittent, or chronic conditions are not
covered by the Sick Leave Bank.

To be eligible for leave through the Sick Leave Bank, an employee must have worked for DATA a minimum
of one contract year immediately prior to the Leave start date. The employee must be working at DATA as a
regular full-time or part-time employee at the time of application and have exhausted all paid leave to apply.
The maximum benefit that any employee can receive in a school year is 5 workdays. In addition, an
employee can receive this benefit no more than 2 years consecutively. Sick Leave Bank benefit is contingent
upon having hours available in the SLB.

The Bank serves as a depository into which eligible employees may voluntarily contribute leave for
allocation to other employees.

1. Employees who wish to donate hours must complete a donation form available through HR. If
there is a need for leave due to having no hours in the Bank, employees will be informed so they
have the opportunity to donate; and doing so is completely voluntary.

2. Employees can donate to the Sick Leave Bank any leave that they have accrued over 5 days.

3. Donating employees donate sick, and/or personal, and/or annual leave at their individual hourly
pay rates and the recipient is credited with leave at his/her individual hourly pay rate. The leave
recipient will be paid at his/her current pay rate, not at the rate of the person donating the leave
time.

4. Donated hours will not be carried over from year to year. Unused leave at the end of each year
will be redistributed proportionally to those who donated.

DATA will follow their internal process for SLB administration. The process can be found in the HR
Office.

(This is our process)

Employees wishing to utilize must complete a request form available through HR and:
1. Meet the established criteria:
a. Work at DATA for a minimum of one contract year immediately prior to the Leave start date
and

Work at DATA as a regular full-time or part-time employee at the time of application and

Have exhausted all paid leave and

Have a medical condition that will require a prolonged absence (more than 10 days) and

Will result in a loss of income to the employee

Complete the Sick Leave Bank (SLB) application

Have physician complete the Physician’s Statement of the SLB application. The Physician’s

statement should describe the nature, severity, and anticipated duration of the medical

emergency condition. This also includes documentation that the recipient is unable to work all or

a portion of the recipient’s work hours.

4. If the recipient has filed a Worker's Compensation claim, then the recipient must also provide the
above documentation from a Worker's Compensation physician assigned by Worker’s
Compensation. Recipient must also apply for Extended Leave.

a. NOTE: DATA follows the applicable laws and requirements related to compensation for
work related injuries covered by Workman’s Compensation.

5. Applications must be submitted thirty days prior to date of extended leave if possible, but no more
than seven days after the start of the requested leave. Employees who do not have enough
leave during the application and approval process will be docked accordingly.
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6. Applications will be reviewed by the Sick Leave Bank Committee (Principal, HR Coordinator, Staff
Member).
a. Approvals: Employee will be notified in writing and HR will make the appropriate
adjustments to payroll.
b. Denials: Employee will be notified in writing and may appeal to the Director. Director will
review and notify employee within 48 hours of final determination.
7. Employees must submit a Medical Release 2 days prior to return to work.



