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The Arlington School Board has expressed its concern for its employees’ well-being and security 
with an inclusive leave program that anticipates many of the personal and professional needs that 
may arise, while focusing on the primary goal of having quality employees available to students 
in the classroom.  To this end, the Superintendent’s policy implementation procedures shall include 
sections pertaining to the following types of leave: 
 
1. Annual Leave (Policy Implementation Procedure G-3.2.4 PIP-1) shall be provided to 12-

month employees.   
a. Full-time, 12-month E, G, and P-scale employees shall earn 14 days of annual leave during 

the first year of employment and shall be credited with one additional bonus day for each 
consecutive year of continuous full-time employment with the school system up to a 
maximum of 14 bonus days.   

b. Full-time, 12-month D and M-scale employees earn annual leave each full pay period 
worked as follows: 
1) Less than 3 years of service:  4 hours 
2) 3 years to less than 6 years of service:  5 hours 
3) 6 years to less than 9 years of service:  6 hours 
4) 9 years to less than 12 years of service:  7 hours 
5) 12 or more years of service:  8 hours 

c. Part-time, 12-month employees earn leave on a proportional basis to the amount of time 
worked. 

d. Employees whose work years are less than 12 months do not earn annual leave. 
e. Employees newly employed on a twelve-month basis are credited with one bonus day for 

each three consecutive years of continuous full-time employment with Arlington Public 
Schools. 

f. A total of 40 days of annual leave may be carried forward from one fiscal year to another.  
Up to 14 days of excess leave shall be transferred to employees’ sick leave balances.   

2. Personal Leave (Policy Implementation Procedure G-3.2.4 PIP-2) shall be provided to 
employees whose work years are less than 12 months.  Personal leave is provided to enable 
these employees to attend to personal and business needs that cannot be attended to at times 
other than regular hours and/or workdays. 
a. Full-time employees shall be advanced 3 days of personal leave at the beginning of the 

year.  These employees earn one of these days for each completed one-third of their regular 
assigned work year. 

b. Part-time employees shall be advanced three proportional days of personal leave at the 
beginning of the year. 

c. Employees may carry a balance of up to 6 days of personal leave.  Leave in excess of 6 
days shall be transferred to the employees’ sick leave balances. 

3. Sick Leave (Policy Implementation Procedure G-3.2.4 PIP-3) shall be provided to employees 
who earn annual or personal leave.   Sick leave may be used for personal illness or illness/death 
in the employee’s immediate family.  (The term “immediate family” includes: mother, father, 
foster parents, stepmother, stepfather, grandparents, wife, husband, children, son-in-law, 
daughter-in-law, brother, sister, mother-in-law, father-in-law, brother-in-law, sister-in-law, 
and other individuals if they are members of the immediate household, or of immediate concern 
to the employee.) 
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a. Full-time A, E, G, P, T, and X-scale employees accumulate one day of sick leave for each 

month worked.  Employees are credited with one-half day of leave on each payday in each 
month worked. 

b. Full-time C, D and M-scale employees accumulate 4 hours of sick leave for each full pay 
period worked.   

c. Part-time employees earn leave on a proportional basis to the amount of time worked. 
d. Sick leave may be accumulated without limit. 

4. Leave of Absence may be granted to employees.  There are two kinds of leave. 
a. Short Term Leave of Absence (STLOA) Leave without pay, not to exceed 20 days in a 

school year, may be granted to full time employees who have completed their probationary 
periods on the recommendation of their supervisors.  STLOA will only be granted to 
employees who have exhausted their accrued, paid leave days (sick, annual or personal), 
and will only be granted in a hardship situation such as a natural disaster or family 
emergency. 

b. Long Term Leave of Absence (LTLOA) A leave of absence of up to one school year may 
be granted to employees for:   
1) Medical reasons 

a) Employees who have a debilitating or life-threatening illness or injury (as certified 
by a healthcare provider) who need to take additional leave at the expiration of 
Family and Medical Leave.   

b) Employees who do not qualify for Family and Medical Leave because they do not 
meet the hours or year of service requirements may be granted a long term leave of 
absence for their own serious health condition until the end of twelve workweeks 
or the end of the school year, whichever comes first. 

c) If LTLOA is granted during the probationary period, the probationary period will 
be extended by the length of the leave. 

d) Employees who have completed their probationary periods are eligible to extend 
the leave for up to one additional school or fiscal year. 

2) Educational – limited to full-time employees on continuing contract. 
a) Professional full-time study related to the staff member’s current or potential school 

system responsibilities, and that will improve the employee’s skill set for the benefit 
of Arlington Public Schools.  

b) Leave for T and A-scale employees, and E/P-scale employees who perform 
instructional functions for a Fulbright assignment, or for a similar reasonable 
educational purpose; and 

c) For the purpose of student teaching, and/or obtaining initial licensure.  Leave for 
this purpose shall be limited to twelve weeks. 

d) Evidence of successful completion of coursework or teaching is required at the end 
of the leave. 

c. When an employee returns from a leave of absence, he or she shall be placed in a position 
equivalent to the one held prior to going on leave provided that: 
1) The employee complied with the terms of the leave; 
2) An equivalent position, including any assignment for which the employee is endorsed, 

is available; and 
3) A position in another area of the employee’s endorsement is available. 
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d. Approval of requests to return before the end of the school year shall be contingent upon 

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 a 
position is not offered after one calendar year from the end of the leave, the employee will 
be separated from Arlington Public Schools.  In addition, if an employee does not accept a 
position that is offered within this time period, the employee will be separated from 
employment. 

e.  All insurance coverage shall continue during leave of absence, but during periods of unpaid 
leave the employee must pay both the employee and the School Board share of the premium 
cost. 

5. Absent Without Leave (Policy Implementation Procedure G-3.2.4 PIP-5) shall be charged to 
employees who are absent from duty without their supervisor’s authorization.  Employees who 
are absent without leave are not paid for the days that they are absent and they may be subject 
to disciplinary action.  Absence without leave for four or more days constitutes grounds for 
termination. 

6. Family and Medical Leave (Policy Implementation Procedure G-3.2.4 PIP-6) may be granted 
to employees who have completed at least twelve months of employment with the school 
system and who have worked at least 1,250 hours in the previous 12 month period to bear 
children; to care for newborn, newly adopted or foster children; or to care for a parent, spouse 
or son or daughter who has a serious health condition; or for any qualifying exigency arising 
out of the fact that the employee’s spouse, son, daughter or parent is a covered military member 
on “covered active duty.” 
a. Family and medical leave may be granted for a period not to exceed 12 workweeks.  On 

return from an absence of 12 or fewer workweeks, the employee shall return to the same 
position occupied at the beginning of the leave or, if that position no longer exists, to an 
equivalent position. If an employee applies for and receives an extended leave of absence 
for the period following the Family and Medical Leave period but returns before the end 
of 12 workweeks, the employee may be placed in an equivalent position as if the employee 
had taken the leave of absence.   

b. Leave may be extended, under the provisions of Leave of Absence (Section 4) to the end 
of the fiscal year with an option of extending for an additional fiscal year for employees 
who have completed the probationary period. 

c. Employees on Family and Medical Leave shall be charged any available annual, personal, 
and/or sick leave. 

7. Worker’s Compensation Leave (Policy Implementation Procedure G-3.2.4 PIP-7, i.e., 
Arlington Public Schools paid worker’s compensation leave) shall be provided to all 
employees who are eligible for sick leave and who are temporarily unable to perform the 
essential functions of their assignments.  The condition must have resulted from an injury or 
illness sustained directly in the performance of the employee’s work, as provided in the State 
Workers’ Compensation Act. 
a. Worker’s Compensation leave is limited to 7 calendar days (5 working days) paid by 

Arlington Public Schools for any one injury. 
b. Any workers’ compensation checks received by employees for income replacement while 

they are on worker’s compensation leave must be endorsed to the Arlington County School 
Board and sent to the Human Resources office.  
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8. Military Leave (Policy Implementation Procedure G-3.2.4 PIP-8) shall be provided to 
employees who leave their positions to enter active service in the Armed Forces of the United 
States.  Any full time employee who is called to active military duty (including annual training 
for members of the National Guard or an organized Military Reserve of the United States) shall 
receive a supplement for the difference between his or her Arlington Public Schools salary and 
military base pay plus allowances for a period of 15 days.  On return from military leave, the 
employee shall be employed in a position equivalent to the one held prior to going on military 
leave provided that the employee complied with the notice requirements upon honorable 
separation from military service. 

9. Professional Leave (Policy Implementation Procedure G-3.2.4 PIP-9) provides leave for 
activities that will enhance the employee’s skills for the benefit of Arlington Public Schools.  
Such leave is available to A, E, G, M, P and T-scale employees to: 
a. Participate in observations, workshops, meetings, conferences or other activities devoted 

to the improvement of professional skills; 
b. Attend professional meetings when they have been selected to represent the county at those 

meetings; and 
c. For M-scale employees, take courses that are directly related to the employee’s work. 
 Application for this type of leave should be initiated through the immediate supervisor.  

Approval will include consideration of the cost of substitutes as applicable, and the 
continued ability to meet student and departmental needs during the leave. 

10. Study Leave (Policy Implementation Procedure G-3.2.4 PIP-10) is available to P and E-scale 
employees for study and professional improvement after three years of employment as a P or 
E-Scale employee. 
a. Study leave may not extend beyond 20 workdays and must be taken during the period June-

August.  For each five days of leave taken, the employee will be charged two days of annual 
leave. 

b. Employees who take study leave must agree to remain in the employ of the School Board 
for a one-year period after returning from leave or, in the event of a resignation, to refund 
to the School Board the equivalent of one month’s salary. 

c. Study leave will be approved once during the employee’s tenure with Arlington Public 
Schools. 

11. Leave for Religious Observances (Policy Implementation Procedure G-3.2.4 PIP-11) 
Employees may take annual or personal leave; leave without pay; or up to three days of make-
up time to observe religious holidays.   

12. Other Leave (Policy Implementation Procedure G-3.2.4 PIP-12) Employees may be granted 
time off from work to fulfill civic responsibilities; to attend summer school or to fulfill a 
summer teaching assignment that the School Board has determined to be beneficial to the 
school system, to attend court proceedings if the employee is the victim of a crime, or to donate 
blood. 

13. Organizational Leave (Policy Implementation Procedure G-3.2.4 PIP-14) shall be granted to 
employee representatives at meetings of the organization or its affiliates.  Such leave must be 
approved by the Superintendent or designee.  No employee may be granted more than 5 days 
of organizational leave in a school year. 

14. Administrative Leave may be granted to an employee who is subject to an investigation by 
the Assistant Superintendent for Human Resources or designee, as necessary.  Such leave and 
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the length of time of the leave must be reviewed and approved by the Superintendent or 
designee. 
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