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Leave of Absence may be granted to A, C, D, E, G, M, P, T and X-scale employees in good 
standing.  Leaves of Absence under this policy implementation procedure are not available to O-
scale employees.  To determine whether a position is “full-time,” please refer to Policy 
Implementation Procedure G-1.1 PIP-1 Contracts and Work Schedules. 
 
A.  Short-Term Leave of Absence (STLOA) 

 Leave without pay is a form of approved leave.  It should not be confused with absence 
without leave (Policy Implementation Procedure G-3.2.4 PIP-5 Absent Without Leave 
(AWOL)).  All accrued, paid leave must be exhausted before short-term leave of absence will 
be granted. 
1. A short-term leave of absence many not exceed 20 days in a fiscal year. An employee's 

request for short-term leave of absence may be granted on the recommendation of the 
appropriate supervisor and with the approval of the Assistant Superintendent for Human 
Resources, or designee. 

2. STLOA is limited to hardship situations such as a natural disaster or family emergency. 
 
B. Long-Term Leave of Absence (LTLOA) 

1. Medical Long-Term Leave of Absence - Paid (using Accrued Leave) or Unpaid Leave 
a. Should a full-time employee need to take time off beyond the 12 workweeks covered 

by Policy Implementation Procedure G-3.2.4 PIP-6 Family and Medical Leave to care 
for a newborn child, newly adopted or foster child, family members (as defined by 
Policy Implementation Procedure G-3.2.4 PIP-4 Leave of Absence) with serious 
health problems, or when a serious health condition makes the employee unable to 
perform the essential functions of his or her job, the employee may apply for an 
LTLOA and use personal, annual, or sick leave to receive pay for the duration of the 
leave.    

b. LTLOA may also be granted to employees who have a serious injury or illness and 
who are not eligible for leave under the Family and Medical Leave Act (for reasons 
other than exhaustion of FML), but would otherwise meet the FMLA criteria 
established by that Act and/or the disability insurance criteria as established by the 
school division’s current insurer.  LTLOA, in this instance, will be available for up to 
12 workweeks or until the end of the school year, whichever comes first.  Medical 
documentation is required. 

c. To the extent permissible, probationary employees who take a Long-Term Leave of 
Absence pursuant to Section 1.b. will have their probationary period extended by the 
length of the leave of absence.  Employees will be notified during the application 
process what, if any, extension of the probationary period will be applied. 

d. Full-time employees who have completed their probationary period may extend the 
long-term leave of absence for up to one additional school year (10-month 
employees) or fiscal year (12 month employees). 

e. LTLOA may not be taken intermittently and is available only to employees who are 
in good standing. 
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2. Educational Leave of Absence (ELOA) - Unpaid Leave for full time employees who 

have completed the probationary period. 
a. T-scale and A-scale employees, and E/P-scale employees who perform instructional 

functions and who need to take time off to participate in a Fulbright program may 
apply for ELOA.  

b. An employee, who is enrolled as a full-time student in an accredited course of study 
in a field of benefit to the school system and related to the employee’s job 
responsibilities, may apply for ELOA.  Leaves for online distance learning programs 
are not eligible for ELOA.  Leave is available for up to 12 months. 

c. Leave for the purpose of student teaching and/or obtaining initial licensure may be 
granted to non-teaching employees of Arlington Public Schools at the discretion of 
the Assistant Superintendent of Human Resources, or designee, when in the best 
interest of the school division.  ELOA for student teaching may be granted for a 
period of not more than twelve (12) weeks or the period of time that coincides with a 
term at an accredited university or college. 

d.   Application 
1)  The employee shall submit a written request for an Educational Leave of Absence 

at least thirty (30) calendar days in advance of the date the desired leave is to 
begin.  The employee shall also submit supporting documentation (including but 
not limited to an invitation to serve, degree requirements, documentation of 
course availability, and advisor’s comments) as may be requested. 

2) Approval for an ELOA for student teaching shall not be granted unless the 
Assistant Superintendent for Human Resources, or designee, has determined that 
a highly qualified replacement for the employee is available. 

3) In no case will such leave be permitted to begin without the prior approval of the 
Assistant Superintendent for Human Resources, or designee. 

3. Duration of LTLOA 
a.  10- and 11-month employees 

All full-time 10- or 11-month employees who have completed the probationary 
period may be granted an extension of the LTLOA for the remainder of the school 
year.  This LTLOA may be extended for an additional school year if the employee 
requests the extension in writing.  Requests for extensions and accompanying 
documentation must be received in the Human Resources Department by March 1 if 
on leave for the entire school year or at least thirty (30) days before the originally-
approved return to work date.  

 b.  12-month employees 
All full-time 12-month employees who have completed the probationary period may 
be granted a leave of absence through the remainder of the fiscal year, which ends on 
June 30.   An LTLOA may be extended for an additional fiscal year (July 1-June 30) 
if the employee has completed the probationary period, requests the extension in 
writing and provides documentation for the leave.   Requests for extension must be 
received in the Human Resources Department thirty (30) days before the originally-
approved return to work date. 
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c.   ELOA    

Please see section 2.c above. 
 

C. Intent to Return to Work  - Notification 
1. A 10 or 11-month employee on a leave of absence is responsible for notifying the Human 

Resources Department in writing before March 1 of his or her intent to return to work for 
the next school year.  If medical documentation is required that the employee is cleared to 
return to work, such paperwork must be submitted no later than July 1 to ensure 
placement in an equivalent position during the next school year. 

2. A 12-month employee is responsible for providing to the Human Resources Department a 
notice of intent to return to an equivalent position at least thirty (30) days before the 
expected return date.  

3. When granted a leave of absence, an employee will be placed in an equivalent position 
within the school division, as determined by the Assistant Superintendent for Human 
Resources, or designee, as long as the employee has complied with the terms of the leave.  
While on leave, the employee may not engage in any form of employment during that 
employee’s normal contract hours.   

4. For purposes of this policy implementation procedure, an “equivalent position” is one 
that has the same pay, benefits and working conditions, including privileges, prerequisites 
and status as the one held prior to the leave.  It must include the same or substantially 
similar duties and responsibilities that must entail substantially equivalent skill, effort, 
responsibility and authority.  An equivalent position for a teacher is one in the same 
seniority category as the position from which the teacher was granted a leave of absence, 
or a position in another seniority category as long as the teacher is endorsed in that 
category and has taught in that category. 

5. Approval of requests to return before the end of the school year shall be contingent on the 
availability of an equivalent position at the time of return.  If no equivalent position is 
available, return from leave shall be deferred until such position becomes available.  If no 
position becomes available - and/or is accepted   within one calendar year of the date that 
the leave ended (the return-to-work date), the employee will be separated from APS.  If 
an available position is offered and not accepted, the employee will be separated from 
Arlington Public Schools. 

6. An employee on a leave of absence covered by this policy implementation procedure for 
his or her own serious health condition must provide return-to-work certification from a 
health care provider. 

 
D.  Process and Eligibility  

1. Requests for leaves of absence must be submitted on form ACS 07-07519, Leave Request, 
to the appropriate supervisor or principal. Medical documentation supporting the reason 
for the leave must be provided directly to the Human Resources Department.   

2. The principal or supervisor shall review the employee's request, sign, and forward it to 
the Human Resources Department. 
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3. The Assistant Superintendent for Human Resources, or designee, shall review the 
employee's request, certification, and approval of the leave.  The employee will receive 
written notification of the approval or denial of the request.   

4. As applicable, employees on an ELOA must provide continuing documentation of 
progress towards completion of goal as specified during the approval process. 

5. If an employee on leave pursuant to B.2.b. withdraws from the course of study, eligibility 
for a leave of absence ceases, and the employee will be placed in an equivalent position, 
if available. 

6. Failure to return to work on the date following any leave of absence granted under this 
policy implementation procedure will result in the employee being considered absent 
without leave as specific in Policy Implementation Procedure G-3.2.4 PIP-5 Absent 
Without Leave (AWOL). 
 

E.   Benefits  
1. Employees on leaves of absence described in this policy implementation procedure must 

use all accrued sick leave and annual or personal leave, if applicable. 
2. A leave of absence is not a break in service for seniority purposes. 
3. Employees on leaves of absence may pre-pay their life insurance in advance of their last 

paycheck if they wish to be covered by life insurance during this leave.  Such life 
insurance coverage shall not exceed twelve calendar months. 

4. Employees on unpaid leaves of absence may retain their previously-elected health 
coverage by paying the full cost of the group rate while on leave. Employees on paid 
leaves of absence will continue to pay at the appropriate employee rate until the paid 
leave and any amounts held in escrow are exhausted.  After such time, the employee shall 
pay the full cost of the group rate while on leave.  All payments for coverage must be 
submitted to the Benefits Specialist by the 20th of the month or coverage will be 
cancelled.  Employees who do not maintain their health coverage while on a leave of 
absence may submit an enrollment form for reinstatement into the health plans upon 
return.  Coverage will be effective the first of the month following the return-to-work. 

5. LTLOA shall count as an additional year of experience for salary purposes, unless the 
leave was requested and approved because of a serious illness in the employee's family.  

6. For T and A-scale employees, employees shall be granted salary credit for the period of 
time on approved leave for study when evidence of successful completion of a minimum 
of twenty-four semester credit hours has been submitted to the Human Resources 
Department.  If the period of leave for study is interrupted because of a serious accident 
or illness verified by a physician's certificate, the employee shall receive credit for the 
period of time granted for study. 
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